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Dear Colleague:

The E&E Bureau training office (E&E/EEST) is pleased to provide you with the latest edition of
the Handbook of Training Policies and Procedures for Europe and Eurasia. The handbook is a
newly revised guide of procedures and policies for training implementation under USAID’'SE&E
Training Program (also known as TRANSIT and GTD). The E&E Training Program has been
funded by the United States Agency for International Development to assist specific states in
Europe and Eurasiain their transition to open market economies and democratic societies.

The handbook has been designed to serve a number of audiences, including USAID Missions,
USAID/Washington, the E&E Bureau's two prime training implementation contractors, and
technical assistance providers in the region. The purpose of the handbook is to serve as a
resource for finding answers to questions that often arise while planning and implementing
training. | encourage those who work together to develop and manage training programs in the
region to use the handbook regularly. | am sure it will become an invaluable reference for new
staff members and seasoned professionals alike.

USAID has established its training policies in the Administrative Data System Chapter 253 (ADS
253). The E&E Training Handbook is not intended as areplacement to ADS 253, and it does not
contradict ADS 253 in any way. Rather, it complements ADS 253 by providing users with clear,
user-friendly guidance specifically tailored for training in Europe and Eurasia. It is also the
authority reference for E& E Bureau training policies.

The current edition of the Handbook has been organized to provide the user with not only the
rules and required actions for carrying out USAID-sponsored training but also with insight and
guidance on designing results-oriented training events. Chapter 1 provides an introduction to the
training program and an overview of current operating structures. Chapter 2 emphasizes broad
programmeatic issues surrounding design, implementation, and evaluation of training events based
on the training-for-results chain. Chapters 3, 4, and 5 contain the “ nuts and bolts’ of training, that
is, the actions and documentation required by USAID or other governmental organizations for
preparing participants and managing training events. The chapters may be read independently of
each other and are specific to each venue. Chapter 6 provides users with information on
executing training-related grants.

The E&E Training Handbook will be continuously updated.  The on-line version of the
handbook will reflect program and policy changes as they occur. Comments and suggestions are
always appreciated and may be sent to Jeffrey Shahan, Senior Training Advisor, at
jshahan@usaid.gov.

Sincerely,

James F. Nindel

CTO

Participant Training Program
Bureau for Europe and Eurasia
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Chapter 1
Introduction to USAID Training in Europe and Eurasia

1. E&E Participant Training Program

The Participant Training Program in Europe and Eurasia is funded by the U.S.
Agency for International Development (USAID) and managed by its Europe and
Eurasia (E&E) Bureau to support the economic reconstruction and building of
democracy in Central and Eastern Europe (known as CEE) and the former
republics of the Soviet Union (known as New Independent States or NIS). The
program endeavors to assist the citizens of the former Eastern bloc and former
Soviet Union in their transition to a free market democracy, guiding them toward
global integration after years of social, political, and economic isolation.
Participant training activities also develop mutually productive relationships
between individuals and institutions in Europe and Eurasia and the United States
to facilitate trade, investment, technology transfer, stability, prosperity, and
peace.

The E&E participant training program is unique. In many countries of the former
Soviet bloc, education, especially in technical areas, reached high levels with
many holders of post-tertiary degrees. E&E participant training focuses on
providing specific skills to individuals in order to strengthen the functioning of
their home institutions in coping with changing economic and political structures.
The training itself will likely (not exclusively) be short-term and more technical
than academic. Short-term training will probably range from as few as three
weeks to as long as four months. Participants in training programs are usually
mid- to high-level professionals from both the public and private sectors. Training
activities are conducted in the U.S., in-country, or in a third country, depending on
the goals of the training and the most cost-effective means of accomplishing those
goals.

The individual Missions of the E&E region are responsible for all programmatic
decision making and budget allocation authority. The E&E Bureau currently has a
training office housed within the Office of Environment, Energy and Social
Transition. The roles of the training office include providing technical guidance on
training procedure and policy as well as managing, monitoring, and evaluating
E&E training implementation and other training-related contracts and activities.

In 1997, USAID awarded two contracts to carry out the implementation of
participant training. One to World Learning, Inc., which is responsible for project
activities in the CEE region. The other to the Academy for Educational
Development, which administers activities in the NIS region.

Figure 1 illustrates the connections between the different stakeholders of E&E

participant training, including the Bureau, the field Missions, the training office,
and the training implementation contractors.
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Chapter 1 - Introduction to USAID Training in Europe and Eurasia

USAID ADMINISTRATOR
DONALD PRESSLEY

Figure 1:

E&E Participant Training
Program Organizational Chart
(as of February 2001)

ASSISTANT ADMINISTRATOR
BUREAU FOR EUROPE AND EURASIA
Linda Morse

Office of Environment, Energy and Social

Transition
Gene George, Director
Fred Guymont, Deputy Director
William Douglass, Team Leader

USAID Field Missions -l
Europe

- I
E&E Training Office (ISTI)

James Nindel, CTO l—
Participant Training Programs
E&E Bureau Training Office

Colin Davies, Director
Anita Reichert, Field Services
Manager

World Learning, TRANSIT CEE

USAID Field Missions
Eurasia

Jeffrey Shahan, Training Advisor
Patricia Poulton,
Policy/Partnerships Specialist
Michelle Wright, Project

Academy for Educational
Development, TRANSIT-

Mark Ketcham, Director

NIS

Lisa Posner Olocco, Program Assistant Susan Fickling, Deputy
Manager International Science & Director
Technology Institute, Inc.
Bechir Rassas, Contract
USAID Albania . Manager
Rita Hudson IS Matty Thmjm
WL Albania
USAID Ukraine,
USAID Monique Goyette . Moldova, Belarus
Bosnia/Herzegovina ) - B
Iéllen LédgyVI ~ Bill Saur, WL u AED West NIS: Tzsggzlgyggs%?r?ko
Zubeida Kadic Bosnia/Herzegovina Ukra.gz]xoédova,
ut

USAID Bulgaria
Ivanka Tzankova
Emilia Stovanova

USAID Central Asia
Republics
Babette Prevot
Rabiga Baytokova

Julie Dargis

WL Bulgaria Mogim Rahmanzai

AED Central Asia
Republics: Kazakhstan,
Kyrgystan, Uzbekistan,
Turkmenistan, Tajikistan

N

USAID Croatia
Chuck Howell

Cindy Rogers
WL Croatia

USAID Armenia

USAID Macedonia Thomas Delaney

Brad Fujimoto "~  AnneAtkinson | | Richard Shortlidge |, David Billings
lvica Vasev WL Macedonia AED Armenia and
Caucasus:

USAID Romania
Ecaterina Vasile

USAID Caucasus
Earl Gast
Khatuna loseliani

Michael Wenzler Georgia, Azerbaijan

WL Romania

Eurasia

The E&E participant training program in Eurasia, known as the TRANSIT-NIS
Project, continues the support originally instituted under USAID’s NIS Exchanges
and Training (NET) Project. From October 1993 to February 1997, the NET
Project was administered by the Academy for Educational Development (AED),
with the American Council of Teachers of Russian (ACTR) as a major
subcontractor.

In 1997, AED was awarded a contract to continue the training activities begun
under NET. Since 1997, together with ACTR, AED has developed and managed in-
country, third-country, and U.S. training for over 22,650 professionals from eleven
countries.
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Chapter 1 - Introduction to USAID Training in Europe and Eurasia

Under TRANSIT-NIS, AED trains approximately 6,500 citizens of Eurasia per year.
The training program in Eurasia serves Armenia, Azerbaijan, Belarus, Georgia,
Kazakhstan, Kyrgyzstan, Moldova, Tajikistan, Uzbekistan, Turkmenistan and
Ukraine.

Services provided by AED, in collaboration with ACTR, include the following:

annual training plan development for each country and region served
under the contract;

assistance with and development of training program designs;

training program development and implementation;

recruitment and selection of trainees, English language testing, medical
examination and review, and pre-departure preparation such as
securing visas, preparing IAP-66 forms, and other departure logistics;
program monitoring and evaluation; and

in-country training and follow-on support.

The above services are provided for training programs funded under the contract.
For training funded through other USAID contracts, services are available on a fee-
for-service basis.

Europe

The E&E participant training program in Europe (known as TRANSIT-Europe) was
established to support democratization, private sector development, and social
sector reform in Central and Eastern Europe through participant training. The
program is a continuation of the Participant Training Project for Europe (PTPE)
initiated in fall 1992 and continues to be implemented by World Learning.

Services that World Learning may provide under its current contract include the
following:

assisting USAID offices in Central and Eastern Europe with program
development and needs assessment; development of training plans;
participant recruitment, selection, testing and processing; monitoring
and follow-on;

design and administration of in-country, third-country, or U.S.-based
training programs; and

supporting other USAID contractors in the region with processing their
candidates for training.

Countries currently participating in the E&E training program in Europe are
Albania, Bosnia-Herzegovina, Bulgaria, Croatia, Macedonia, Romania, and
Slovakia. Within the CEE region, several countries have “graduated” from USAID
assistance. For example, Poland, Hungary, Lithuania and Latvia participated in
the E&E training program until their graduation from USAID assistance. The
“graduate” countries provide a unique opportunity for training in the E&E region.
They may provide an excellent third-country training venue for other former
Eastern and Soviet bloc countries because they are geographic neighbors, share a

Manual of Training Policies and Procedures for Europe and Eurasia Page 3



Chapter 1 - Introduction to USAID Training in Europe and Eurasia

common history, and may advise on how best to move successfully from a central
government and economy to open markets and transparent democratic
institutions.

The World Learning programming staff in Washington designs programs that
respond to trainees' professional needs within the context of the Country Strategic
Objectives. Averaging three weeks, training programs combine short courses,
seminars, or conferences with internships and professional appointments by
involving more than 780 training institutions throughout the United States
(private, public, non-profit). In support of USAID policy, programming staff solicit
minority serving institutions as potential training providers when appropriate.
Staff members provide overall logistical support, monitor the progress of training,
keep USAID informed about programming issues, maintain close contact with
trainees, maintain timely financial disbursements, and provide cost-effective
training. Under the TRANSIT-Europe project, World Learning trains approximately
3,200 participants per year.

Training Support

The E&E Bureau supports a variety of training-related activities. It provides
technical support, planning and design assistance, and monitoring and evaluation
services to field Missions through the E&E Bureau’s support contractor,
International Science and Technology Institute, Inc. (ISTI). The following list of
services illustrates how the E&E Bureau training office, through the
USAID/E&E/EEST Technical Assistance Project, may assist Missions:

Design, Planning, Administration, and Other Support:

develop realistic training objectives that contribute to the achievement
of intermediate results and strategic objectives;

conduct training needs assessments;

assist with the development of training plans;

review training program design to ensure that training provider’s
implementation adequately relates to the Mission’s request;

review and draft training-related scopes of work;

providing guidance on training rules and regulations;

providing guidance and support on use of training plan database; and
conduct workshops and conferences on training-related issues.

Monitoring for Results:

monitor and report on activities conducted by the two regional
contractors for TRANSIT;

assist Mission staff with development and implementation of monitoring
plans;

assist with development of training input for mission reporting
documents; and

develop public information materials.
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Chapter 1 - Introduction to USAID Training in Europe and Eurasia

Evaluation:

collect data on participant evaluations and provide analysis and reports;
conduct monitoring site visits of training activities;
conduct special program evaluations and studies as requested.

Core funding, combined with specific Mission buy-ins, supports the above
services.

2. Technical Assistance Provider Training

Technical assistance providers are contractors, cooperative agreement recipients,
and grantees whose primary function is to implement sector specific projects in
E&E countries. Projects may focus on health, private sector development, housing,
environment, infrastructure building, and so forth and may include training as a
component of their overall activity.

In the NIS, technical assistance providers may contact the Academy for Educational
Development to coordinate training processing procedures that are required by
USAID. Services that may be provided include administering and scoring English
language tests, arranging documentation for medical clearances and visas, and
TraiNet data entry.

In the CEE, technical assistance providers must contact World Learning to
coordinate training processing procedures that are required by USAID. World
Learning services include the same as mentioned above for AED: administering and
scoring English language tests, arranging documentation for medical clearances
and visas, and TraiNet data entry.

The E&E Bureau training office may also provide technical guidance and support to
all technical assistance providers. Examples of Bureau service include: responding
to queries from technical assistance contractors/grantees regarding training issues
related to administration and management of training activities; providing informal
training sessions on how to administer training for E&E projects and programs; and
guidance and interpretation of ADS 253 and E&E Bureau participant training policy
and procedures.

While coordination and support to technical assistance contractors is an element of
the E&E training program, the actual training that takes place under this
mechanism is not.

Please see Appendix 1 and 2 for a contact list of USAID, AED and World Learning
field and Washington D.C. offices.
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Chapter 2
Training for Results: Planning and Evaluation

1. USAID Training under Reengineering*

Over the last six years USAID has engaged in a fundamental change in how it
manages its programs and measures performance, instituting a process known as
managing for results. USAID Missions organize their programs around strategic
objectives and intermediate results, as described through results frameworks;
articulate their strategies in strategic plans; and report on progress toward those
objectives and results in the annual results review and resource request (R4)
process.

The Results Framework (RF) is a narrative and graphic depiction of the strategic
plan. The RF articulates strategic objectives, supporting intermediate results, and
performance indicators used to monitor progress toward lower- and higher-level

results as shown in the upper box in

Figure 2: Figure 2. The Results Framework
Results Framework and Results Packages articulates the cumulative impact of all
training and related activities
N Agency Goals . . . . .
X supporting a given strategic objective.
g The cumulative measure of success is
Objectiye . . . .
0 1°= achievement of the strategic objective.
,_% { | 1 Included, too, are intermediate
|1 | "Remmedete | | Mharmeoat || Mherreoate milestone indicators of progress
S || [nicator) | | tndiatort) | | tndicatorts toward final results. This framework is
7] T . ) .
2 . S L - established as part of the strategic
Sub-Intermediate Sub-Intermediate .
- Result and Result and plannlng process.
Indicator(s) Indicator(s)
i i i The Results Package (RP) defines the
. \ Inputs, Activities, Approaches, and Processes‘ Specific training, technical assistance,
§ resources, policy dialogue, commodity
S procurement, and other inputs that will
§ be required to support the
4 accomplishment of the Intermediate
§ Results (IR) and. Strategic Objectlye
2 (SO), as shown in the lower box in
— Figure 2. The Results Package focuses

on the more immediate impact of

activities in a given sector or
institution. For Results Packages in which training is the only activity, the
contribution of the training to the result is expressly articulated.

1 The following section draws on the Training-for-Results Workbook and ADS 253 Supplementary
Reference.
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Chapter 2: Training for Results — Planning and Evaluation

Each year, USAID invests several hundred million dollars in a wide range of
training interventions, some of which are directly linked to Mission SOs and IRs
and some of which could be better integrated into a Mission’s strategic plan. For
many USAID programs, human resource capacity is the critical element that will
determine success and sustainability. If designed appropriately, training can play
an important role in supporting the achievement of a Mission’s SOs and IRs.

Training can be defined as a structured experience that helps individuals acquire
new, predetermined knowledge, skills, and attitudes. The experiences help
individuals improve their current job performance and/or prepare them for new
job responsibilities that support an overall organizational goal.

Embedded in this definition is the concept that training does not have an impact
until the knowledge or skills acquired by the trainees have been successfully
applied to a specific work situation, which, in turn, results in a measurable
improvement in performance. Successful training is not measured in terms of
numbers of individuals trained but rather by the contribution made by trainees to
individual and organizational performance improvement. This change in focus
has clear implications for monitoring the accomplishments of training, as stated
in the ADS 253, Supplemental Reference:

Under the USAID re-engineering program, an appropriate program
accomplishment or “outcome” is not the number of returnees or the
number of people placed in jobs. Rather, the critical accomplishment is
the degree of utilization of the new skills for the specific purpose intended.
This is much more difficult than counting the number of people trained.

Moving from traditional training to reengineered training requires all those
involved in planning and executing training activities to use new methods and
processes and to develop a new mind-set toward training. Table 1 summarizes the
key differences between traditional and reengineered training.
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Table 1 Comparison of Traditional Training and Reengineered Training?

Traditional Training

Reengineered Training

Needs Assessment

Provided a general inventory of
training needs.

Assesses performance gaps
affecting achievement of objectives.

Objective Training was the objective. Training objectives must show
direct linkage to USAID program
objectives and results.

Selection Trainees selected in accordance Trainees identified for training are
with merit, ability, or leadership those who will perform the jobs that
qualities. will contribute to organizational

improvement.

Design Training designs were based on Training designs are based on the
the needs of trainees. needs of organizations/institutions

to improve performance and results.

Impact Impact measured through the Impact measured though indicators

number of people trained.

Quality of training was assessed in
accordance with participant
satisfaction and individual results
achieved.

of improvements in performance
and results.

Accountability

Accountability rested with trainers
only.

Trainees, supervisors, and trainers
are accountable for achieving
training objectives and results.

Responsibility

Training was the sole
responsibility of the USAID
mission’s training office.

Partners in the training process
include USAID staff, training
contractors, technical assistance
providers involved in training,
partner organizations, work groups,
and trainees.

The development of a Strategic Plan aimed at developing human capacity
development in support of improved performance requires a more focused and
intensive process than has traditionally been the case for participant training.

The Training-for-Results Chain (TRC), shown as Figure 3 on the following page,
describes the reengineered process. The TRC is a tool developed for USAID staff,
training implementation contractors, and technical assistance contractors to
assist in both the design of individual training events and the compilation of a
Mission-wide training plan that directly supports the achievement of a Mission’s
Strategic Objectives (see Appendix 3: Additional Resources, for a description of
the Training-for-Results Workbook.)

2 Adapted from Otero, Cecilia, Training as a Development Tool, prepared for USAID by the Academy
for Educational Development, Research and Reference Services Project, September 1997.
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Comprised of eight interconnected and sequential links, the TRC is used:

from the top to the bottom on the left-hand side to PLAN training
events; and

from the bottom to the top on the right-hand side to MONITOR and
EVALUATE training events.

Planning consists of the following activities, shown as links on the diagram:

Link 1

Link 2

Link 3

Link 4

Link 5

Link 6

Link 7

Link 8

Strategic Objective (SO) Teams discuss how a specific
Strategic Objective can be effectively supported by training.

SO Teams clarify which of the Strategic Objective’s
Intermediate Results can be supported by one or a series of
training events.

The extended SO team (including USAID staff, technical
assistance contractors, and training implementation
contractors) identifies the Partner Organization(s) that
contributes to achieving the intermediate results.

The extended SO Team identifies the individual Work
Group(s) within the partner organizations that needs to
function differently and that will benefit from training
interventions.

The extended SO team clarifies the Training Application(s) by
identifying specific knowledge, skills, and attitudes that key
personnel within the partner organizations and work groups
need to adopt in order to enhance performance.

The extended SO Team defines specific, measurable
objectives that will help focus Trainee Learning.

The extended SO Team suggests components of the Training
Event that will help the event succeed.

Based on the above information, training contractors and
technical assistance contractors design training events as
part of their Training Management responsibilities. The
result is the implementation of a training event that is directly
related to the targeted SO and IRs.
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Figure 3: USAID/E&E
Training-for-Results Chain
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Once the training is completed, the evaluation process ties training events back to
the results framework through the following links:

Link 8

Link 7

Link 6

Link 5

USAID/Washington and Missions monitor training contractors
and technical assistance contractors involved in Training
Management to determine if they are following USAID rules
and regulations. Overall effective/efficient use of resources
to meet the Mission’s Strategic Objectives is also monitored.

Training implementation contractors and technical assistance
contractors monitor individual Training Events through site
visits, telephone interviews, and exit questionnaires. Results
are included in a final training event report provided to
Missions.

The extended SO Team learns the immediate effect of the
training on each Trainee’s Learning from the results of the
exit questionnaire, which includes a self-assessment of new
knowledge, skills, and attitudes gained. Results are included
in the final training event report.

Over time, the extended SO team monitors the Application of
knowledge, skills, and attitudes in the workplace, through
follow-up questionnaires and interviews with selected
trainees. Interview results are provided to
USAID/Washington and Missions.

Links 4 and 3 The extended SO team reviews stakeholder agreements and

Link 2

Link 1

action plans and compiles success stories to document
performance changes in Work Groups and Partner
Organizations.  Success stories are provided to Mission
management and USAID/Washington. Complementary
evaluations may also be conducted to examine particular
successes or problems.

The extended SO Team participates in the annual R4
preparation process and identifies if and how training
contributed to the targeted Intermediate Results.

The extended SO Team uses the R4 preparation process to
identify lessons learned. The lessons are used to develop a
new training plan that will further the achievement of targeted
Strategic Objectives.

The following sections describe the planning and evaluation and reporting
processes in greater detail in accordance with the training-for-results chain

framework.
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2. Training Planning

Planning for training to support Results Packages and Results Frameworks
requires several critical steps leading up to the completion of the Training Plan.
The Training Plan consists of a compilation of all Mission-supported training that
directly links with Strategic Objectives. The Training Plan allows for cross-activity
cost and effectiveness comparison, effective budgeting and the avoidance of
redundancy. Training Plans are developed annually and identify training
objectives, nature of the training, and cost.

While Missions may develop Training Plans in hard copy, the E&E Bureau has
developed the Training Events On-line Library (TEOL), a web-based system to
facilitate the development and warehousing of Training Plans.®> USAID Missions
have begun the transition to TEOL-based training planning. The TEOL’s most
important feature is that it may be used interactively to allow USAID personnel
and training implementation contractors to share information on how best to plan
and design cost-effective events that will successfully meet USAID objectives. The
TEOL provides a rational framework, through database fields, that organizes
information and guides the user through the key elements of successful, well-
planned training event requests.

The TEOL database includes an interactive form for developing, proposing,
editing, approving, and then implementing, monitoring, and evaluating and
reporting on training events in the E&E region. The form is called the Training
Event Request Form (TERF).

By identifying the instruments that facilitate the planning process, this section of
the manual describes the training planning process within the context of the
Training-for-Results Chain and its component link. The TRC helps extended
Strategic Objective Teams work together to compile information from the USAID
Mission’s Results Framework, R4, previous training plans, and other relevant
documents to design training events that support the achievement of the
Mission’s SOs. The information gathered during the planning phase is used to
complete the Training Event Request Form on the Training Events On-Line Library
(TEOL) website.

Training events are created by USAID SO/RP members and entered into the TEOL
system as proposals. The Mission’s training officer or designee reviews each
proposed training request (the TERF) via TEOL and approves, disapproves or
sends it back for revisions. The event requests are then prioritized for funding.

3 For a description of the Training Events On-line Library (TEOL) see Appendix 3.
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PLAN DOWN

The TERF forms the basis from which documents and reports can be developed,

including

Training Events, and so forth; and

Mission and/or E&E-wide Training Plans;

reports of individual training events (by Country & Mission Strategic
Objective, E&E Strategic Objective, FY/Quarter, and status);

budgeting and planning worksheets containing estimated costs of
individual training events, prioritization of Training Events, schedule of

an interview guideline with prompts to aid in the design and
development of training events for results and impact.

The TERF and the documents and reports resulting from it are not meant to
supersede or take the place of any other reporting system.

Figure 4:
USAID/E&E
Training-for-Results Chain - Planning
What s the Strategic Objective
ultimate result?
Results Framework What critical
preius Training vt Intermediate Results
achieve the SO?
Which
organizations
Section A contribute to H :
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Needs X
Which key parts of
‘the organization
need to function
differently? Work GrOUpS

What do key personnel

need to do differently? .. . .
What new knowledge, skills, Tralnlng AppllcatIOnS

TEOL
Section B

and attitudes (KSAs)
do they need?

For change to
occur, what do . .
trainees need to learn Trainee Learnlng

or be able to do?

What does the training

TEOL
Section C

event need to have/do Training Event
so that trainees
learn effectively?

What do training
managers/organizers do Trai n | ng Management

‘to ensure a high-quality
training event?

Section B.1 - Background Information.

Planning Link 2 Intermediate Results

Planning Link 1 Strategic
Objective

Planning Link 1 of the TRC,
located at the top of Figure 4,
helps SO teams clarify which of
the Mission’s Strategic Objectives
will be supported by training.
Figure 2, presented earlier in the
chapter, illustrates how training is
identified as contributing to the
achievement of a  Strategic
Objective through the Results
Package. In the Training Events
On-line Library, the name of the
Strategic Objective is selected in
Section A.1.

After identifying the Strategic
Objective that will be supported
by training, the SO Team collects
and summarizes the relevant
background information on the
Strategic Objective and the extent
to which there are identifiable
training needs. The information
is entered into the TEOL under

Planning Link 2 of the TRC helps the SO Team identify the Intermediate Results
and sub-Intermediate Results that can be influenced by training interventions
(also refer to Figure 5 found later in this chapter). The Intermediate Results
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affected by training are entered into the TEOL under Section B.2 - Intermediate
Results.

Measuring the impact of training activities on results and sub results may be
facilitated through the development of a Performance Monitoring Plan for Training
(PMP-T). The PMP-T identifies performance indicators, baselines and targets for
the results and sub-results that are affected by training. The PMP-T supports
both the design and monitoring of training by providing a reference for observing
how training affects results and for collecting and analyzing performance data
related to training. The performance indicators, baselines and targets are entered
into the TEOL in Section B.3.

Planning Links 3 and 4 Partner Organizations and Work Groups

Planning Link 3 of the TRC helps the SO Team identify the Partner Organizations
(POs) that are critical to the achievement of the targeted SO and IRs. Trainees
will be selected from the Partner Organizations. The first step is to identify which
part of the partner organization’s work is directly related to SO and IR results and
to understand which of the POs functions can be strengthened through training.
Planning Link 4 identifies the work groups within the Partner Organization that
need to function differently in order to improve organizational performance.

A training needs assessment (TNA) identifies training gaps that must be filled in
order to improve organizational and work group performance as well as potential
interventions to fill those gaps. Training needs assessments may also be
conducted with respect to the entire Mission portfolio under the Strategic Plan.

One consideration when embarking on the training needs assessment is the
chronological sequencing of interventions that make up the Results Package. In
many instances, improved organizational performance may be conditional upon
the completion of a technical assistance package that promotes policy, legal,
regulatory, or administrative reform, or on an equipment or commodity
procurement that provides the material required to improve performance.
Trainees with improved knowledge, skills and attitudes will be unable to
contribute to improved organizational performance if either the macro or
workplace environment constrains their performance.

The identified Partner Organizations and Work Groups and their performance gaps
are entered into Section B.4 of the TEOL. Section B.4a requests information
about the Partner Organizations and work groups to be supported by training,
including the functions of the Partner Organizations/Work Groups and how those
functions relate to the achievement of the targeted SO and IRs. Section B.4b
requests information on the performance problems that need to be addressed
through training. Section B.4c asks for a brief history of USAID and other donor
assistance to the Partner Organization and Work Groups.
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Planning Link 5 Training Applications

Planning Link 5 of the TRC specifies what is expected from the training and what
needs to happen in a targeted Partner Organization and Work Group and at the
individual trainee level for performance to improve. At this stage, the new
knowledge, skills, and attitudes (KSAs) required for performance improvement are
identified. Key personnel within the Work Group who need training are also
identified as well as the types of training needed to improve performance. A
further exercise is the determination of what trainees need to do when they return
to work and what work environment will sustain the results of the training.
Participant selection should be targeted to those individuals whose job functions
need improvement. During this planning phase, Missions might consider the
potential provision of small grants to support participants who have returned to
their place of employment after receiving USAID E&E training. Please see chapter
6 for information on the E&E small grants program.

Section B.5a of the TEOL addresses information on the performance issues to be
remedied - the knowledge, skills and attitudes to be developed through training to
improve performance. Section B.5b asks for information on what the trainees will
be responsible for when they return to work. Section B.5c requests information
on the types of changes needed in the work environment to sustain the results of
the training.

The type of training to be delivered will follow from the types of KSAs to be
developed and a consideration of the most cost-effective means to deliver those
KSAs - whether formal academic training in an accredited degree-granting
institution or non-degree technical training such as that obtained through
observation visits, on-the-job training (OJT), seminars, and short-term non-degree
training in an academic institution. Please see the glossary for a description of
these types of events.

Given that trainee learning is more effective in some venues rather than in others,
the choice of training venue is critical in planning a successful training event.
There are three broad categories of training venues: U.S. training (UST), third
country training (TCT), and in-country training (ICT). Training to address certain
KSAs may only be appropriate in certain venues. For example, U.S. training or
third-country training may be the sole venue where certain long-term academic
training can be provided. Study tours or seminars in third countries may be more
effective in facilitating the adoption of new KSAs because TCT participants are
able to identify with the problems faced by their counterparts in third countries
and better understand the solutions made possible by the new KSAs. The section
that follows provides guidance on how to choose the appropriate venue.
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Special Guidance: Selecting the Appropriate Venue of Training

The E&E Participant Training Program provides three venues of training each with its own
appropriate usage: U.S-Based training (UST), Third-Country training (TCT), and In-Country
training (ICT).* These three venues of training can also be combined in a multi-faceted approach
to solving a performance problem. Using such a multi-faceted approach in developing a Mission
Training Plan will ensure that ICT, for example, is not used simply because, a decision maker
believes a larger number of participants can be trained at a lower cost, compared to UST or
TCT. Rather, the selection of appropriate venue is a function of several decisions, most
importantly, how best to achieve the objectives at a reasonable cost. The Strategic Objective and
Training for Results processes focus the attention on the objectives, the training content, and the
participants. Equally important is the venue.

When selecting the training venue, the emphasis and consideration must be on the needed
outcomes of the program. The main issue is which venue will ensure the highest quality of
training. Quality for the E&E Training Program refers specifically to the outcome, the impact,
and the “ deliverable useful results’. Not the outputs, or as usually reported, the numbers of
participants trained.

At a project level, there are three parameters to balance: quality (outcomes of event as they
relate to Mission objective), quantity (number of participants trained), and cost (both event costs
and overall project costs). A common pitfall of project management occurs with the assumption
that quality increases along with quantity and that if you can train large numbers cheaply this
will lead to a higher impact. In actuality, for most training events, thisis not true. Developing a
critical mass may be important or it may not be important to the outcome of the event. Much
depends on the nature of the intended result and the KSA gaps.

Quality isin direct relation to achieving the objectives and delivering useful results. Quantity,
which usually relates to timing and/or numbers, becomes a secondary issue here. “ Numbers
Trained” is a common measure but is not necessarily directly linked to *improving
performance” , which is the primary objective.

There are two key processes in selecting venue: 1) correctly specifying the desired outcome; and
2) correctly balancing the basic elements of project management. Which venue to select is
assisted not so much by definition, but by description of the benefits and concerns of each option.

The first key process refers to the attitude, expectations, focus, and opportunity the venue
provides to help accomplish the desired outcome. The second key process refers to administrative
coordination. Training coordination is asimportant as training delivery. Asquality isa key issue
for the E&E Training Program, training coordination must be a part of the venue selection
criteria.

Several questions must be asked when determining the venue of training. What venue would
improve the experience so that the training objectives were achieved? What venue would ensure
that the participants acquired, practiced and became skilled at the work requirements? What

4 An alternative approach in carrying out training is Distance Learning. Distance Learning can supplement and extend
information exchange and training. Please see Appendix 16 for information on Distance Learning.
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venue is most appropriate so the participants would and could be able to apply the KSA on return
to their work environment?

The chart below can help planners of training events choose the best venue by focusing on the
effectiveness of each venue in supporting the intended objectives of the training. All three venues
have benefits and concerns associated with them and these should be carefully considered when
choosing a venue of training.

Benefits and Concerns of the three possible training venues

UST TCT ICT
Content of
Training Event
Benefits Immersion/ Focus on theory of Deeper consideration of
experiential regional country topic, if deliveredin a
learning model dueto series
political/economic
Focusontheory or | similarities Soecifically designed or
USmodel replicable event
Focus on learned
USlinkages experience of Focused training topic
transition
Team formation Practical application at
work sites with real-life
problem solving
Concerns More difficult to Non-U.S. model Limited immersion
relate back to home
context Difficult to separate from
technical assistance
activity
Limited variety of ideas
Non-U.S model
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in time away

Limited availability of

UST | TCT [ ICT

Program

Management

Benefits Procedures Training coordination | Most easily
established and effort shared between | accommodates
costed implementing professional and personal

contractor field office, | schedules of participants

Training home office and
coordination training Fewer administrative
shared between provider/logistics requirements (medical
implementing provider certification, visas, etc)
contractor field
office and home
office, and training
provider

Concerns Major commitment | Visa requirements Urgent event, takes

precedence over all other
work of training

qualified training coordination team
providers and/or
logistics providers Training coordination not

shared

Limited availability of
qualified training
providers and/or logistics
providers

The considerations discussed in this section open the door to multi-faceted training planning
using all three venues of training in the most effective combination.

Planning Link 6 Trainee Learning

Planning Link 6 of the TRC, the SO Team defines the specific, measurable
objectives that will help focus trainee learning to ensure a change in trainees’
performance. The stakeholder agreement and initial action plan are also outlined
at this stage. They specify the performance change targets for the trainee and
identify how the organization will support the trainee in applying new knowledge
and skills on the job. The information is entered in Section B.6 of the TEOL.

Planning Link 7 Training Event

Planning Link 7 of the TRC enables the SO Team to develop components of the
training event that will help the trainees to learn effectively. The training provider
that is chosen by the Mission should use the SO Team’s suggestions to design the
training event. Trainers may apply adult learning approaches that build upon
trainees’ existing skills and knowledge. Methods include role plays, case studies,
discussion sessions, field trips, and hands-on training.
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Section B.7 of the TEOL requests information on training event components,
including training type and training venue. Section B.8 provides the SO Team’s
assessment of the priority for funding the training event.

Planning Link 8 Training Management

Planning Link 8 of the TRC focuses on training management. Training contractors
design the planned training event in accordance with the information provided in
the training event request form on the TEOL, the stakeholder agreement, and the
initial action plan. Training contractors ensure that the event not only is
compliant with the policies and procedures of USAID but that it will also
contribute to the achievement of the identified SOs and IRs. The information on
the training event is entered into the TOEL in Section C. Section C summarizes
descriptive information on the training event, training venue, training type,
training dates, and numbers of trainees.

By following the guidance of the left hand side — the planning side — of the
Training-for-Results chain, planning events that are in accordance with USAID’s
reengineered framework becomes easier and the events that are henceforth
developed have a solid, results-oriented foundation. The right hand side of the
chain, which will now be discussed, is the Monitoring and Evaluation phase.

3. Training Evaluation and Reporting

Evaluation is a management tool that plays a vital role in USAID decision-making,
accountability reporting, and learning. It is an important source of information

Figure 5: about the performance of USAID activities,
programs, and strategies that complements
USAID/E&E R o
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Another important aspect of reengineering is the requirement that Missions report
on the achievement of their strategies. Material collected for evaluations provides
input for reporting. Thus, the reporting and evaluation processes are linked.

The remainder of this section uses the Training-for-Results Chain to review the
different types of evaluation and their role in both understanding and reporting on
what’s happening.

The Training-for-Results Chain illustrates the role of evaluation from the conduct
of a specific event to the achievement of a Strategic Objective. Figure 5 shows the
evaluation side of the chain. At each stage of the chain, the evaluation contributes
to an understanding of what is happening, the identification of lessons learned
and best practices, and sharing information through reporting. Ultimately, the
results, best practices, and lessons learned are fed back into the strategic
planning and training planning processes.

Sources of evaluation information provided by the training implementation
contractors, Bureau support services, and other mechanisms, are indicated in the
boxes on the right hand side of the figure.

Evaluation Links 7 and 6 Training Event and Trainee Learning

Ongoing evaluation of training events provides the training implementation
contractors with immediate feedback, particularly in regards to whether the
training event was planned for effective learning. Training providers share with the
training implementation contractors their own impressions of how well the
training event was implemented and identify ways for improvement. After a
training session, participants complete a questionnaire on their immediate
reactions to the content and management of the course. In particular, the survey
asks if participants are satisfied with the way the training event was
managed/conducted. The information helps the training implementation
contractors assess whether sound training management practices were followed.

Exit questionnaires also elicit information on the achievement of trainee learning.
The training implementation contractors review whether the training event gave
participants the desired skills, knowledge, and attitudes; whether participants
appeared to understand the objectives of the training program; and whether the
training approach was conducive to the learning process. Exit interviews ask
participants what they considered the objectives of the program; whether their
expectations agreed with those of the implementers; whether they believed that
the objectives were achieved; whether the training was appropriate given their
goals; and whether the training was conducted in a way conducive to learning.
Finally, exit interviews ask participants how they plan to use their new skills.

Evaluation Link 5 Training Applications
While well-run and well-planned training events are necessary to ensure trainee

learning, the primary goal of training is its application by participants. To assess
the extent to which trainees actually apply their new knowledge, skills and
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attitudes, an important evaluation source is a follow-up survey of participants
administered six to nine months after the training event. The survey asks
participants about any changes they have made in their work or behavior as a
result of the training. Whereas the exit interview asked trainees about the planned
impact of training, follow-up surveys seek to determine the actual impact. The
follow-up survey also revisits other questions such as whether students and
sponsors still consider the training appropriate to meeting their goals and
objectives.

Evaluation Links 4 and 3 Work Groups/Partner Organizations

The achievement of larger results and ultimately of a strategic objective often
depends on the realization of a broader impact on the Work Group and,
ultimately, organizational behavior. The six-month surveys discussed above also
provide insight into the extent that training is producing such an impact. The
surveys may provide feedback on the successful application of training, or may be
used as a mechanism to identify whether there are constraints within the work
place that have limited participants’ use of new knowledge or skills. This
information is useful to both the training implementation contractors and the
Mission/SO team. It can help the implementing contractor identify ways to
enhance the impact of training by, for example, designing future training events
for additional participants who may be in a position to overcome some of the
identified constraints or by tailoring the training program to address some
specific constraints. The Mission/SO Team can use information from follow-up
surveys to monitor the performance of the implementing contractor and to assess
the impact of specific training events as related to the Mission’s strategy.

The E&E Bureau has developed an interview protocols and guidelines manual®
which provides guidance on conducting a broader assessment of training through
effective interviewing of participants. The E&E Bureau encourages Missions to
work with an independent contractor to apply the protocol. Alternatively, Missions
can request that the Bureau access its support services contractor to apply the
protocol in measuring the impact of their training activities. The evaluation
protocol can be targeted as necessary to investigate the impact of training within
specific organizations, institutions, sectors, or regions.

Evaluation Links 2 and 1 Intermediate Results and Strategic Objectives

Evaluation of the impact of training on participants, Partner Organizations, and
Work Groups can complement indicator data to help Missions assess and report
on the progress toward intermediate results and the eventual achievement of the
Strategic Objective. Of particular relevance to SO Teams is the extent to which
training has resulted in changes in individual, group, or organizational behavior.
Equally important is the question of whether any such changes have supported
the realization of the intermediate results. The Performance Monitoring Plan for

5 For further information on this tool see Appendix 3.
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Training (PMP-T) described under Planning Link 2, is an instrument for collating
performance data for IRs and sub-IRs with significant training components. It
was developed as an optional tool for bringing together in one spot the type of
information that is relevant for making an analysis of training results. A copy of
the PMP-T may be found in the TRC Workbook, which may be downloaded from
the E&E training web site (www.enitraining.net).

Another source of statistical and qualitative information on training programs is
the quarterly reports compiled by the training implementation contractors (AED
and World Learning). The reports provide both background material about
training events and details about the impact of the training, and may include
success stories.

In addition, success stories are collected and entered into the success story
database maintained by the Bureau support services implementing contractor.
The success story database is an easy-to-access source of material that can be
used when reporting on the impact of training. Although success stories tend to
focus on the individual level, the various highlights provide a human dimension
that supports the more general or statistical discussion in an R4 narrative.

Based on this information, SO Teams/Missions can determine whether an
Intermediate Result or SO is on track, if any changes are necessary to ensure the
achievement of an Intermediate Result or SO, and, ultimately, whether the SO and
Mission strategy itself are sound or need to be rethought.
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Chapter 3
Preparation and Documentation for
U.S.-Based Training

All training funded by USAID through its worldwide missions is managed by
Agency Directive ADS 253. This chapter follows closely, and in many cases states
directly, the contents of ADS 253. ADS 253 takes precedence over the contents
of the manual. The Bureau, Missions, and implementing contractors are
responsible for adhering to ADS 253.

Chapter three outlines and specifies the required preparation and documentation
necessary to conduct USAID-sponsored U.S. training. While the chapter lays out
the minimal procedural requirements for conducting participant training,
individual Missions may specify additional procedural requirements as deemed
necessary. Any additional requirements should be reviewed by the E&E training
office to ensure that they comply with Agency directives and the implementing
contractors’ delivery orders.

This chapter includes not only Agency-wide requirements, but also requirements
based on the two implementing contractors’ delivery orders as developed by the
E&E Bureau to address issues particular to Europe and Eurasia. The procedures
must be followed to ensure execution of a quality training event in the most
efficient, results-oriented, cost-effective manner possible. The flow chart on the
following page illustrates the key required steps and activities for implementing
U.S. based training.

While this chapter has been written specifically for the E&E participant training

program, the guidance contained within is strongly recommended for all training
in the region, including technical assistance training.
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STAGE 1 - The Training Request
Activity 1 — Drafting the Training Request

As part of the integrated services packages of the E&E training program, the
implementing contractor may develop and draft all training requests on behalf of
the cognizant Mission, in accordance with Mission input and with Mission support.
On the other hand, certain Missions may prefer to provide the implementing
contractors with completed training requests. In either case, the Academy for
Educational Development (AED) and World Learning (WL), as the implementing
contractors, are required to enter all training requests through the Training Events
On-line Library (TEOL), which is located on the USAID/E&E Training Website
(www.enitraining.net).

The Training Event Request Form on the TEOL database (called TERF) guides the
drafter through the necessary elements that make up a sound and well-developed
training request. Necessary elements include tying the event into a Mission SO
framework by presenting the intended results and objectives of the training, the
skills to be acquired, and any follow-on activity. Estimated costs for the event are
also to be included in the TERF. Other information fields include participant
selection criteria, venue, English testing, and suggested training provider. A copy
of the TERF template can be found as Appendix 4.

For multi-Mission training events, the Mission technical officers and the training
implementation contractor field offices will produce the TERF. Final design of the
training request should be coordinated equally by all Missions and contractors
who will be involved in the training event regardless of which country originated
the training event concept or is piggybacking onto it. While all Missions will
collaborate on the content of the TERF and the final design of the event, each
Mission involved must create their own TERF indicating the number of
participants who will attend the event from their country. The Bureau’s training
office must be notified of any multi-Mission training events being planned.

Appropriate lead time must be considered when requesting a training event.
When a training request for UST is ready to move forward, the minimum lead time
for AED and WL for implementation of the event is three months. The three-
month lead time is Bureau policy and must be adhered to regardless of the type
of training, be it a tailored program, conference, or seminar; the number of
participants; or the type of procurement. The lead time requirement is a
fundamental element for carrying out a sound training program. Appropriate lead
time allows participants to develop the language and other skills needed to
participate fully in the training and allows the Mission and implementing
contractor to review the training implementation plan with care to ensure full
preparation of the participants.
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Cost Consideration. Appropriate lead time allows for "comparison shopping" for
programs and cost negotiations. If it is necessary to select participants rapidly,
the effective cost of the program may be higher, as dropouts may not be
adequately replaced. For example, if a program is scheduled for 15 people and
only ten attend, the unit cost increases markedly as the provider has certain fixed
costs that are not affected by a smaller group size. If participants are scheduled
to depart within a week or two after the identification of a provider, the ability of
the placement agent to negotiate cost reductions successfully is minimized.
Travel and hotel arrangements made without appropriate lead time may also drive
up costs.

In the design of a training program, a cost-sharing formula should be followed
whenever possible depending on case-specific capabilities. ADS 253 states that a
25 percent financial or in-kind contribution by other contributors is a general
target. The cost-sharing arrangement should be captured in the TEOL and
TraiNet.

For U.S. training in the NIS region, AED is required to get Mission approval if the
per participant/per week cost exceeds $1,450. (AED’s ceiling includes all training
fees, daily lodging, M&IE and domestic travel.) Although there is not a ceiling for
World Learning, WL maintains a standard rate of $600-$1,000 per participant per
week for training fees.

In an effort to streamline cost approval documentation for its programs, the E&E
Bureau has determined the following as the minimum appropriate documentation
of Mission approval for training costs: the TERF (training request), the
recommendation memo (see below), and the TIP (see below). Approval of all
costs, including any necessary waivers, should be included in one (or all) of the
above documents. No extra approval memo would therefore be necessary.
Individual Missions may, however, require additional documentation.

Activity 2 — Mission Approval

All training requests must be approved by the Mission. Approval usually occurs
when the Mission signs a hard copy of the training request. As they become part
of the training plan, training requests are often reviewed and signed by several
managers in the Mission which may include the SO Team leader, Program Officer,
and Mission Director. When the highest-level approval is received, the training
request is approved.

STAGE 2 - Participant Selection and Processing

Activity 1 — Selection Criteria Determined

The selection of participants is critical to achieving a successful outcome. Good
selection results in a program with highly motivated participants who perform
well, complete the training on time, benefit from the training, and are highly likely
to apply the training in furtherance of program objectives. An adequate
investment of time and effort in selection goes a long way to ensuring both cost
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containment and program impact. Selection committees are most effective when
they include Mission, host-country, and private sector officials who are all
stakeholders in the training program.

Agency and Bureau guidelines have been developed to assist a selection
committee in establishing selection criteria. The guidelines include the following:

Participants should not be chosen based on any interests that go
beyond the training program and the achievement of Strategic
Objectives. Patronage should be avoided and selection criteria must be
transparent.

Selection committees may regard in-country training as a selection
screening mechanism to help identify “rising stars” who may then be
selected for U.S. training.

Alternate candidates for training should always be identified in case of
unanticipated drop-outs. If drop-outs are not replaced by qualified
candidates, there may be cost implications for the Mission.

Eligible candidates must be citizens and residents of the host country.
Persons holding citizenship or residency in other countries are not
eligible except with a waiver approved by the Mission Director. U.S.
citizens and U.S. permanent residents (e.g. green card holders) are not
eligible for USAID-sponsored training unless it is deemed critical to
achieving the Strategic Objective. The Mission must approve this
exception.

USAID grantee and cooperative agreement recipient staff may be
eligible to attend E&E participant training events as participants. These
participants may continue to receive salaries during training as long as
the grant or cooperative agreement authorizes it or unless otherwise
authorized by the Mission or Regional Contracting/Grant Officer.

It is E&E Bureau policy that USAID contractor staff are not eligible to
attend training events as participants.

About Event Observers. USAID contractor staff may attend training events
as observers if they fund their own attendance and do NOT use the
implementing contractors for any logistical assistance. The E&E Bureau
stresses the importance of including any observer(s) in the pre-departure
orientation discussion so that their role(s) is clearly defined to the entire
group. This approach will ensure that the observer(s) understands how the
program is organized and lessen the chance that the said observer(s)
might disrupt the program by attempting to change the schedule and/or
aspects of the program.

Please note that observers may not travel on a J-1 visa and are not eligible
for Health and Accident Coverage (HAC).

Candidates should have a clear understanding of the objectives of
USAID-sponsored training and evidence a strong personal commitment
to participate fully in the training event. Candidates must fully
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understand that they are obligated to return home after the training and
should be completely aware of their responsibilities as participants.
Inability to accept J-1 visa restrictions or refusal to take the required
medical examination will preclude the participation of any candidate.
Participants should possess sufficient academic or other
skills/experience to meet prerequisites that enable them to complete
the training successfully.

Participants should have completed their military requirements or
otherwise be exempt from conscription.

Participants should not have been trained previously under a USAID-
sponsored U.S. training event. However, repeat participants are
allowable, and justification for selecting a repeat participant should be
included in the nomination list (see below) that the Mission must
approve.

E&E Missions are to maintain a gender balance when selecting
participants. The Agency has established an annual target of 50
percent women for U.S. training. Missions may receive assistance in
meeting this target from the Global Bureau’s Office of Women in
Development (G/WID).

Missions should attempt to include for training qualified persons with
disabilities and members of disability-oriented organizations. The
additional cost that may be incurred for a disabled participant is not a
sufficient justification for precluding the participation of a qualified
disabled participant. (Processing for disabled participants is the same
as for other participants except that additional equipment or special
accommodations may be needed. Missions must ensure that each
disabled participant carries sufficient insurance to cover the disability.
A disability is defined as a physical or cognitive impairment that affects
a major life function.)

Cost Consideration. If groups are to be programmed, group size can have a
substantial impact on cost. Small groups or individual training events tend to be
more costly. Other costs affected by group size are transportation and
interpretation (if required). Often groups are transported by vans that normally
accommodate seven to 15 people, including the driver. If groups are of an odd
number or if there is an odd number of men to women, this will result in increased
cost as single hotel accommodations will be required.

Activity 2 — Training Application Form

The implementing contractors issue invitations to potential participants based on
decisions from the Mission selection committee. Such participants are then
required to complete a training application form and submit it to the
implementing contractor. The form outlines the participant's biographical
information, work experience, and the expectations for the training event. All
training application forms must contain the following language near the
applicant's signature line: Release of Participant Applicant Information: |
understand that my name and contact information may be released by USAID to
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outside parties who re interested in the training that | may receive under USAID
sponsorship. If contacted, | also understand that | am not required to cooperate
with or provide information to such parties. The implementing contractor
assembles the participant nomination list and submits it for required Mission
approval. The Mission is solely responsible for selecting and approving
participants.

Activity 3 — Medical Examination and Review

Medical examinations are required for all participants attending an E&E
participant training program in the U.S. on a J-1 visa. There are no exceptions.
To benefit fully from the training activity, the participant should be in good health.
In addition, the participant should not worry about whether medical care will be
available in case he/she does become ill. The pre-departure medical examination
allows USAID to determine the participant’s current physical state and is a
requirement for obtaining full medical coverage during the training program.
Every trainee entering the U.S. under USAID sponsorship is enrolled in USAID's
Health and Accident Coverage (HAC).

Each participant must obtain a medical evaluation. Refusal to do so will
immediately terminate an application for training. Potential participants are to
receive the USAID Medical Examination Form, 1382-1. A copy of the form is
included as Appendix 5. The form consists of three parts as outlined below:

Medical history completed by the applicant. The first page of the
Medical Examination form is to be completed by the applicant. Most
questions relate to obvious physical or medical circumstances of which
the applicant is likely to be aware. A few might be known only through
previous medical care (such as high blood pressure). The applicant
must understand the significance of the participant’s signature as a
certification of both the truthfulness of the responses to the best of the
applicant’s knowledge and of his/her understanding of the “Important
Notice” on the first page.

Medical examination by a physician. The examining physician records
the results of the examination on the second page of the form,
summarizes the findings, and makes a recommendation in regards to
whether the applicant is medically qualified for training. As the
examining physician may not be familiar with the participant training
program and the specific purpose of the examination, the “Guide to
Medical Fitness Standards for Applicants” (Appendix 6) must be
provided to the examining physician. On the actual medical report
page, the physician summarizes the findings and recommends whether
the applicant is medically qualified for training.

Applicants should arrange for their own examination, but Missions must
ensure that local arrangements are designed to ensure the integrity of
the examination process, avoiding superficial or pro forma examinations
and fraudulent practices. Some USAID Missions or Embassies have
lists of reputable medical providers. Recommendations should be
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solicited from these sources as well as from other contractors/grantees
operating in the country.

Documentation of Mission determinations resulting from the
examination. The final page of the form provides for the documentation
of Mission decisions resulting from the medical examination.
Specifically, the USAID Mission training officer or designee (“designee”
could be an FSN (Foreign Service National), PSC (Personal Services
Contractor), or the implementing contractor) recommends approval or
disapproval of the applicant for training (this is called the
administrative review) and a designated Mission officer reviews and
approves that determination. The reviewing officer may be the training
officer, or signing authority may be delegated to an FSN or PSC.

The validity of the medical examination is four months. Participants who delay
arrival in the U.S. by that length of time, or who, during their U.S. program, are
absent from the U.S. for four months or longer, must take a medical re-
examination and receive another medical certification.

Once a medical clearance has been processed and the individual deemed fit for
training, the contractor’s field office is responsible for sending written (e-mail,
cable, or fax) confirmation to the contractor’s Washington D.C. headquarters that
a cleared medical form is on file in-country. The absolute latest it can be sent is
five days before the participants arrive. The medical form itself does not have to
be sent to the U.S. unless it is to be cleared in the U.S.

Waiver of Agency Requirements Regarding Pre-existing Conditions and HIV/AIDS
Pre-Existing Conditions: On occasion, a participant with a pre-existing condition
is cleared for entry into the United States. Usually such clearance occurs when it
has been determined that the medical condition is not likely to be activated or
aggravated during the period of training and that the training for the particular
individual is sufficiently important to warrant the risk. To grant an individual with
a serious pre-existing condition access to USAID-sponsored training, the USAID
Mission Director (or designee) must indicate on the medical examination form
that a waiver is granted. By so doing, the officer is guaranteeing payment from
project funds of medical claims arising from pre-existing conditions. In no case
does the HAC program cover pre-existing conditions.

The Bureau recommends that Medical waivers be approved only by the Mission
Director. The cost implications for the Mission could be significant should a
participant incur medical costs from a pre-existing condition. Although the
Bureau strongly recommends that waivers be granted only by the Mission
Director, they may be granted by the following persons according to ADS 253
Mandatory Reference:

for Mission-funded participants, by a Mission Director, designee, or
CTO;

for region-funded participants where there is no USAID Mission, by the
regional Assistant Administrator or designee; and
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for Central office-funded participants, by the Office Director, that
person’s designee, the COTR, or any responsible official with sufficient
knowledge of potential liability and authority to commit funds.

Executed medical waivers, including a copy of the medical examination (with
English translation if in a foreign language), and a Mission’s statement of the
source of funds to cover waived claims must be forwarded to the Agency's HAC
provider by the implementing contractor. Before executing a waiver of HAC
coverage for medical claims arising from pre-existing conditions, USAID Missions
must ensure that Mission funds are available to pay such contingent claims, other
medical insurance is available to cover such claims, or that other third parties
(e.g. the participant, family, or host government) are prepared to pay such claims.
The Mission is responsible for arranging for the prompt payment of such claims if
and when they arise. If the Mission itself pays such claims, payment does not
diminish any rights the Missions may have to seek reimbursement from a third

party.

HIV/AIDS Cases: Missions may request the conduct of an HIV test, the results of
which must be included on the medical examination form. Should a participant
be found to have HIV/AIDS, the Mission Director must issue a waiver for the
participant to attend the training program. A person known to be HIV-positive or
to have AIDS must be identified to the U.S. Consular Officer, along with a
justification as to why travel to the United States is in USAID’s interest. The
Consular Officer must cable the INS (Immigration and Naturalization Service)
requesting approval for the person to enter the U.S., and cannot issue a J-1 visa
without previous INS approval. A response normally takes ten working days.

If HIV/AIDS is determined to be a pre-existing condition, it will not be covered by
HAC. However, if the participant has been in the U.S. more than 12 months and
then incurs costs from HIV/AIDS, the diagnosis cannot be ruled as pre-existing.

Activity 4 — Participant Enrollment in Health and Accident Coverage (HAC)

Enrollment

All participants whose training in the United States is wholly or partially financed
by USAID are to be enrolled in the Health and Accident coverage (HAC) program.
Participants coming to the United States on an E&E training program may not
depart from their home country without HAC insurance.

HAC covers the usual, customary, and reasonable charges for required medical
services with minor required co-payments. It is essential that the participant be
made aware of procedures to be used in obtaining medical care as any billing
considered unreasonable will not be fully reimbursed. The HAC program exists to
ensure that adequate medical coverage is provided for all USAID-financed
participants.

HAC coverage begins at the time the participant leaves his/her home country and
continues until the moment of return to the home country. HAC coverage applies
to U.S. training and travel to and from the home country only. Agency HAC
contracts do not cover any training that takes place outside the United States.
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Participants are to be advised that USAID is not responsible for any medical
claims in excess of coverage provided by the HAC program or for medical claims
not eligible for coverage under the program.

Limitations and exclusions are listed in the HAC brochures, which may be
requested from the HAC providers (see below). Expenses incurred by participants
for such non-covered services are the responsibility of the Mission, host
government, or participant. It is important to remember that the cost of
treatment for conditions determined to be pre-existing, whether identified during
the pre-departure examination or not, will not be borne by the HAC program.

Please also note that medical costs incurred as a result of automobile accidents
should be paid by the primary automobile insurance provider. However, HAC will
cover medical expenses incurred due to an automobile accident (whether the
participant is driving or not) should they not be covered by a primary automobile
insurance provider.

Implementing contractors obtain HAC insurance for U.S. participants directly from
either of the two HAC providers: Hinchcliff or OASYS. Either HAC provider may be
used by the training implementation contractor based on preferred cost,
coverage, and level of service. The E&E Bureau has determined that HAC Plan B
is to be used for all participants. Both HAC providers’ provide coverage of 100
percent of Eligible Medical Expenses up to $150,000. The basic medical
deductible is $10.00 per office visit, for which the participant is responsible.

The procedures for HAC enrollment were changed effective January 1, 1999.
HAC information is now exchanged directly between the training contractors and
HAC insurance providers. Procedures for enrolling in HAC are found on devIS’s
website at: www.devis.com/client_support/usaid/hac. devlS is USAID’s support
contractor for information on HAC. Enrollment may be completed electronically
via email with both providers. Complete procedures for enrolling by email are
also found on the devIS website.

The implementing contractor should develop strong working relations directly with
Hinchcliff or OASYS. For Hinchcliff International, please email Mr. Gerald Hopkins
at jhopkins@hthworldwide.com. To contact OASYS please email Ms. Linda Ward
at lward@oasys.com.

All questions regarding coverage, billing, refunds/credits, and claim disputes
should go directly to the HAC providers. If the provider is not providing adequate
service, contact Ms. Linda Walker, USAID/G/HCD, by email at lwalker@usaid.gov.

Double Coverage by Educational Institutions or Others

Long-term participants in a USAID academic training program who are enrolled at
an educational institution or other training site may also be covered by a
mandatory health program sponsored by that institution, with the cost included in
tuition or as a separate mandatory fee. USAID contractors may pay the cost of
the double coverage, provided that the cost of such plan does not exceed that
required of all other students or all other foreign students. Other coverage does
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not exempt USAID participants from the HAC Program, which is mandatory.
Participants with double coverage are required to use the institution's insurance
or health facilities to the maximum extent of coverage before employing the HAC
program. The HAC contract administrator is required to ensure that claims
submitted to HAC have first exhausted the coverage of the other plans. In the
event the HAC program pays claims covered by such other plans, the HAC
program will seek reimbursement from such plans pursuant to the Assignment
and Subrogation Statement signed by the participant as part of the Conditions of
Training.

Repatriation of Terminally Ill or Incapacitated Participants

Except as provided below, a USAID participant is repatriated to the country of
origin whenever the participant is diagnosed as having a mental or physical
disease or disorder that will unduly delay or prevent successful completion of the
training program. This requirement may be waived only with the concurrent
approval of G/ZHCD, the Mission Director, and the appropriate Central or Regional
Bureau.

In cases of such diagnosis, HAC will cover medical costs only until the point of
repatriation. If repatriation is delayed after diagnosis beyond the earliest time
when repatriation is medically feasible, HAC coverage will terminate as of the date
of initial feasibility.

Submission of Claims

The participant is ultimately responsible for ensuring that all claims for medical
services are submitted to the HAC contract administrator. Pre-departure
orientation meetings must clearly establish this responsibility as well as explain
the normal procedure for health insurance in the United States. The medical
provider will submit the claim to the HAC provider, minus the co-payment amount
($10 per medical incident or illness) which in turn must be paid at the time
medical services are rendered. HAC claim forms should be used; however, the
universal claim form will be honored.

Each claim must include the participant's name, full identification number as it
appears on the HAC identification card, signatures of the participant and the
medical provider, a diagnosis, date of service, and the type of service provided.

All claims must be submitted within six months of the date that service was
provided.

HAC Option C

Because of the probability that USAID could be held liable for the payment of
medical expenses not covered by Plan C, the Bureau has made HAC Plan C
unavailable to participants of the E&E participant training program. Further, the
Bureau strongly recommends that Plan C not be used for Technical Assistance
Contractor/grantee training in the E&E region.

HAC Option C was developed to provide an option for Missions to exempt
participants from the required medical examination. The option is available only
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for participants who are scheduled for U.S. training programs of 30 days or less.
However, ADS 253 makes clear that “sponsoring units must understand that Plan
C will not cover any medical claims for pre-existing conditions, nor are there funds
available in G/HCD to cover any unpaid claims. Claims not covered by Plan C
may be paid by the sponsoring unit, the participant or the participant’s
employer.”

Activity 5 - J-1 Visa

If a foreign national enters the United States as a sponsored student/trainee and
receives any funding from the U.S. government, that national must enter on a J-1
visa. Regardless of the duration of stay, the type of training program, or
participant status, E&E Missions and implementing contractors cannot determine
or waive the conditions under which a J-1 visa is requested. J-1 visas are issued
only for the projected duration of the training program.

Participants who already hold valid B-1/B-2 visitor visas must still obtain J-1 visas to
attend a U.S. training event. After training and return to the home country,
participants may travel again to the U.S. using their valid B-1/B-2 visas. The two-
year residency requirement must be satisfied but need not be consecutive.

It is important to determine early in the process whether the participant has a
passport. Obtaining a passport may be a lengthy process, and there may be no
way to expedite processing within the host country.

The required form for establishing a participant's eligibility for J-1 visa status is
the IAP 66A visa application. It is a controlled/numbered form which is provided
to USAID contractors and grantees by:

United States Agency for International Development
Center for Human Capacity Development

ATTN: Ms. Linda Walker

3.09-083 Ronald Reagan Building

Washington, D.C. 20523-3901

Implementing contractors and Missions are responsible for preparing in a timely
fashion the IAP 66A form for each participant, including certification of medical
eligibility, Health and Accident Coverage (HAC), and English proficiency.

The implementing contractors who prepare for USAID signature IAP 66As for
either the initial visa or visa extensions must complete such forms fully. IAP 66As
must be submitted to G/HCD a minimum of 60 days before the expiration date of
the existing IAP 66A. The originating Mission or contractor must ensure that the
visa end date (stamped in the participant passport at the U.S. Consulate) does not
exceed the estimated completion date of record on the IAP 66A. Participants
picked up from other visa sponsorship must not be currently out of status.

All forms must be typed with no “white out” corrections; neither birth date nor
training dates may be struck out and retyped.
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A U.S. officer designated by the USAID Mission as Responsible Officer (RO) or the
Alternate Responsible Officer (ARO) signs the IAP 66A. It is the mission’s
responsibility to provide G/HCD with the position title of the U.S. citizen RO and
ARO who, in addition to signing, are responsible for ensuring control of IAP 66A
forms provided to the Mission. The Mission must notify G/HCD (attention Ms.
Linda Walker) if there is a change in the RO or ARO signing authority. Such
notification may be done via email to lwalker@usaid.gov. G/HCD requires a form
to be completed and mailed for any new RO/ARO authorization. However, once
an email is sent, the authorized officer may start signing immediately.

Exact procedures vary by region. For the CEE, Missions sign the IAP 66A; in some
NIS countries the Mission is responsible and for others the Mission has
designated the implementing contractor’s country director as signatory. Again,
the RO and ARO must be U.S. citizens. This responsibility may not be delegated
to a local staff member who is not a U.S. citizen.

The distribution of the IAP 66A is as follows according to ADS 253 Mandatory
Reference: white, yellow and pink copies of the IAP 66A are given to the
participant for presentation to the Consular Office. The green copy is retained by
the Mission with the blue copy is forwarded to G/HCD.

Because the IAP 66A is a controlled form, contractors are required to complete an
IAP 66A Usage Report (AID 1384-1) and submit it on a regular basis to Ms. Linda
Walker, G/HCD, at the above address. IAP 66A forms must be kept secure and
under lock and key.

Duplicate IAP 66As

The contractor or Mission must prepare duplicate IAP 66As for all lost IAP 66A
forms and for participants traveling outside the United States who do not have a
valid J-1 visa stamp in their passport. Duplicate copies of IAP 66As must be
provided if a new visa application is required when the J-1 visa stamped in the
participant's passport has expired. In addition, a duplicate IAP 66A must be
provided for dependents who travel separately from the participant.

A copy of Mission approval for travel must accompany any request to sign a
duplicate IAP 66A. As part of the monitoring function, a participant must continue
to have a valid visa if he/she did not receive an IAP 66A valid for the entire
program, and must secure the necessary approvals to maintain a valid visa from
G/HCD.

If the participant is traveling outside the United States and returning during the
program, the back of the pink copy of the IAP 66A must be signed by a
designated Responsible or Alternate Responsible Officer at the sending mission or
by G/ZHCD. A signature must be obtained for each period of travel outside the
U.S. The contractor or participant then asks the U.S. Consular Officer for a
multiple entry J-1 visa stamp when first applying for the visa.
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Two-Year Residency Requirement

The J-1 visa carries with it a two-year residency requirement. The Mission or
implementing contractors are required to notify participants that they may not
apply for an immigrant visa or an H or L nonimmigrant visa until they have
completed two years of post-training residency in their home country. Training
candidates must be notified of this fact before they accept USAID sponsorship.
Note that marriage to a U.S. citizen does not exempt a participant from the two-
year home-country residency requirement. Participants may, however, apply for
and use visitor visas or B visas during the two-year period referenced above.

The Conditions of Training form that must be signed by the participant (see
appendix 10) states that he or she is NOT to seek or accept a new training
program until they have returned home and completed their two-year residency
requirement. The exception to this would be a follow-on program sponsored by
USAID or sanctioned by USAID. In these exceptional cases, participants are
permitted to apply for (from their home country) and receive a second J-1 visa for
USAID training or training sponsored by another donor. If the sponsor is not
USAID, donor coordination is necessary and USAID should issue a “no objections”
statement to the Consulate. Issuing a second J-1 visa within the original two-year
residency period does not cancel the original two-year residency requirement. The
required 24-month residency need not be consecutive, but it must be completed
for each J-1 visa issued.

Only the State Department, in consultation with G/HCD, is authorized to review
and grant waivers of the two-year residency requirement. In case of a review,
G/HCD often requires program information from the monitoring contractor and/or
sponsoring unit.

Employment Restrictions

Long-term academic participants who hold J-1 visas are not allowed to be
employed in the United States except in connection with an assistantship, on-the-
job training, or practical training experience that is an integral part of the training
program. Such employment is limited to 18 months and must be authorized by
the sponsoring unit. When a salary or stipend is paid, the maintenance allowance
is reduced by the net amount of salary or stipend, unless specifically adjusted by
the Mission.

Exceptions may be approved by the Mission in accordance with the regulations of
the INS. With an approved exception, participants may accept part-time
employment (not to exceed 20 hours a week) if all the following conditions are
met:

employment is required by an urgent financial need that has arisen
since the participant arrived. Financial need associated with
dependents in the U.S. is not sufficient justification for employment;
employment does not cause the participant to reduce preparation and
studies below the full-time level; and

written approval is provided by the participant's sponsoring unit.
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If a participant's program is affected by the employment, the contractor should
notify the sponsoring unit immediately and take steps to have the participant
discontinue employment.

Transfer of Visa Sponsorship

Transfer of J-1 visa sponsorship from USAID to another program (such as a
university program) is not permitted except when USAID was erroneously listed as
the sponsor. Only G/HCD has the authority to make such a transfer.

Activity 6 — Language Testing

USAID requires individuals attending training programs in the United States to
demonstrate certain levels of language proficiency before enrolling in programs
taught in English. Verification of participants' proficiency in English is required for
J-1 visa eligibility unless an interpreter is to be arranged. The language
requirement applies to both formal classroom training and observation/study
tours. The Agency has observed that people with marginal language capabilities
not only fail to gain from participating in the training programs, but also suffer
from stress associated with an inability to communicate.

USAID uses one of two tests, both developed by the American Language Institute
at Georgetown, to assess language proficiency. The first test, ALIGU EPT,
prescreens academic participants (who may also have to take the generally
required TOEFL test administered by the Educational Testing Service) and tests
participants who will be involved in extensive research and writing. The second
test, the Communicative English Proficiency Assessment (CEPA), assesses an
individual's ability to understand spoken English. It is administered to individuals
or groups that will be engaged primarily in technical, short-term programs.

Both tests can be administered in the host country, but the number of persons
authorized to administer the tests is controlled. It is not sufficient to speak with a
person and make a judgment concerning language ability. A standardized test is
required. Given that most of E&E training is of short duration and technical, the
CEPA is most often used because it is more appropriate and easier to administer;
however, the ALI/GU EPT is also acceptable.

Participants must have the following minimum ALI/GU EPT or CEPA scores to
qualify for U.S. training:

Listening Grammar Reading and Vocabulary
EPT 85 75 80
CEPA 65 - -

If a participant has a marginal (either failing or passing) CEPA score, he/she may
not undergo an oral examination to evaluate language ability more fully. Oral
examinations are difficult to design and administer and implementing contractors
or Mission personnel should not be placed in a position of evaluating language
ability.
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Waiver of language verification requirement.

In exceptional cases, the appropriate USAID official may grant a waiver or
exemption of the language verification requirement. Please note that once the
examination is given it cannot be waived.

Participants require no testing and are presumed competent in English if their
secondary and post-secondary education was conducted in English or if within the
five years preceding the proposed training, they completed an academic degree
taught in English in the U.S., UK, Ireland, Canada, Australia, or New Zealand. The
designee of the COTR makes such a determination on a case-by-case basis.

STAGE 3 - Training Provider Selection

Training Provider services under the E&E Training Program (GTD/TRANSIT) will
be procured through limited competition. Within the parameters of limited
competition, and following procedures developed by the implementing contractor
and approved by the Office of Procurement, training services may be procured in
three ways: competitive procurement, non-competitive procurement and sole
source procurement.

Activity 1 — Determine Mode of Procurement

The implementing contractor will determine the type of procurement to be used
for obtaining training provider services for each training event using the guidelines
detailed in this section of the manual.

The implementing contractor will generally be required to competitively solicit for
training services to carry out tailored U.S. training events. However, there will be
specific instances where competitive solicitation will not be required and events
may be awarded to training providers non-competitively. The criteria for non-
competitive procurement are as follows:

The training activity is advertised with a published cost per participants
and specified dates of delivery. This is the standard off-the-shelf
program (currently for AED only).

The training activity requested by the field Mission is largely identical to
a training activity competitively awarded in the past. Further, the
evaluation of the program was better than average. The cost of the
program should therefore decline because the development costs were
captured in the original award (currently for AED only).

The training activity is based on participant involvement in technical
assistance programs. Given an established relationship between
participants and the provider of technical assistance, the training will
further that relationship. To move to a different provider would weaken
the training (for both AED and WL).

The training provider will charge no tuition for the classroom
components of the training activity; out-of-pocket costs will be charged
with no fee or overhead (for both AED and WL). However it should be
noted that free training does not necessarily mean quality training.
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In any other instances, where it has been determined by the Mission that the
training provider services for an event will not be competitively procured, and the
circumstances of the award do not meet the criteria specified above for a non-
competitive procurement, the Mission must request sole source procurement. A
sole source procurement request with justification is most appropriately
documented in the Training Request/TERF.

Activity 2 — Request for Training Proposal

Competitive Procurement

The contractor identifies potential training providers throughout the United States
in order that participants returning to their home country have had the
opportunity to experience the rich cultural, educational, historical and political
heritage of different geographic regions in the U.S.

If possible, the contractor should contact at least five training providers and send
each a Request for Training Proposal (RFTP). Interaction with the potential
training providers must be conducted in accordance with procedures developed
specifically for the informal, limited competition of the E&E Training Program and
approved by USAID’s Office of Procurement. Documentation of the interaction
should be retained in the contractor’s program files.

Competitive bids for multiple training events is a difficult mechanism to use
because the risk is considerable for both parties to the bid. If, for example, there
is a need for five identical programs, it would be safe to assume that the provider
could grant significant cost concessions. Unfortunately, until the first program is
offered, there may be no way to know whether the training is satisfactory. The
provider will have based the bid on five programs and cancellation of the balance
of the programs would cause the provider to suffer a loss even on the initial
program. The ideal approach would be to obtain a bid for one program as well as
for five programs with accompanying language that allows the provider to exercise
an option for the other programs at a reduced cost.

For multi-mission events that are to be competitively procured, all contracting
offices involved will work on the text of the Request for Training Proposal and will
identify potential training providers to receive it. For training in the U.S., if both
contractors, AED and World Learning, are involved, the contractor with the larger
number of participants will take responsibility for sending out the request for
proposal. This contractor will also carry out all administrative responsibilities for
running the competition. If both contractors are involved, they must both
participate in the proposal review and recommendation. Both contractors must
sign the recommendation memo that goes to the Mission.

The implementing contractor must take into account several factors when
reviewing proposals. Among them are the following:

Both implementing contractors will adhere to a cost containment
strategy when evaluating a training proposal. For short-term U.S.
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training in the NIS region, all training proposals must not exceed a cost
ceiling of $1,450 per participant per week. This ceiling includes
training fees, lodging and M&IE and domestic travel. AED will not
consider proposals above that level. Should an instance arise when the
cost ceiling must be waived, AED must obtain Mission approval. If at all
possible, this approval should be included in the training request, the
recommendation memo, TIP or some other separate document
requiring Mission signature. Currently, there is no cost ceiling for short-
term U.S. training for the CEE region. However, World Learning does
suggest a range of $600-$1,000 per week per participant for training
fees. This will be included in World Learning’s RFTP.

For long-term academic training in both the CEE and NIS regions,
standard tuition caps in ADS 253 (a 5 percent inflation factor may be
added each year beginning with the 1998-1999 academic year) apply:
Undergraduate — $11,000 standard academic year (tuition and fees);
Graduate — $12,600 standard academic year (tuition and fees). The
Mission Director or designee is authorized to waive tuition caps in
individual instances, with written justification specifying why the cap is
not in the cost-benefit interest of the Mission. Requesting in-state
tuition when using state institutions is advisable.

Expertise of trainers.

Topics and methodologies of program designed to meet specific needs
of participants.

Time allowed for professional networking.

“Experience America” component as part of the itinerary.

MSIs (Minority Serving Institutions).

In accordance with Presidential executive orders and official
memoranda from the Assistant Administrator for the E&E Bureau, E&E
Missions are mandated to endeavor to maintain a strong level of
interaction and partnerships with Historically Black Colleges and
Universities (HBCUSs), Hispanic Serving Institutions (HSIs), and Tribal
Institutions. As training providers, MSIs offer a wide range of expertise
that may greatly enhance E&E training programs. To assist the
Missions in this effort, the Bureau has established a Minority Serving
Institutions and Small and Disadvantaged Business Committee. The
contact person for the committee is Ms. Del Davis. She may be
reached by email at odavis@usaid.gov. Please see Appendix 7 for a list
of Minority Serving Institutions.

Specific information on what the implementing contractors look for in a training
provider may be found on the E&E website at www.enitraining.net.

Non-Competitive and Sole Source Procurement

The E&E Bureau requires that the implementing contractor obtain training
proposals from all training providers regardless of whether the procurement for
the event is competitive, non-competitive or sole-source. The implementing
contractors are responsible for ensuring the quality of all training implemented
through the E&E training program and therefore must be in a position to negotiate
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with and provide technical training guidance to the training provider through the
proposal review process.

Activity 3 — Procurement Documentation

Competitive Procurement

Once potential providers submit a bid for competitive procurement, the material
sections (training design and cost) of each proposal are carefully reviewed. The
implementing contractor recommends the most cost-effective, quality training
program to the USAID Mission through a recommendation memo. The
recommendation memo and proposals should also include a budget for the
training event. The recommendation memo may also serve to clear approval for
any costs exceeding ceilings or the training request budget.

All proposals (not just the recommended one) are shared with the USAID project
officer/SO Team. It is not necessary that the least expensive bid be chosen, but
the best quality program should be selected as long as the costs for that program
are not substantially higher than the competition.

The USAID Mission makes the ultimate determination regarding who will present
the training program. The Mission may not necessarily choose the implementing
contractor’s recommended provider. However, the USAID Mission is required to
sign the Recommendation Memo indicating either approval of the recommended
provider or selection of another proposed training provider. AED and WL request
explanation from the Mission should their recommended provider not be chosen.

Non-Competitive Procurement

The implementing contractor will provide the Mission with documentation which
supports non-competitive procurement in either of the following cases: 1) the
Mission has mandated a training provider without competition and the
circumstances meet the criteria for non-competitive procurement; or 2) the
implementing contractor has identified, through research, a potential provider
where the circumstances meet the criteria for non-competitive procurement. This
documentation must be prepared prior to engaging in negotiations for a non-
competitive award. Such documentation should be included in the TERF (Section
C.7 and Section H, under comments) and must be approved by the Mission.

Sole Source Procurement

In those instances where the Mission has requested sole source procurement with
a specific training provider, the implementing contractor will prepare, using
justification provided by the Mission, appropriate documentation for the sole
source procurement. Such documentation should be included in the TERF
(Section C.7 and Section H, under comments). If Mission approval has not been
obtained through the TERF, a separate sole source memo is required. The
Mission is required to sign documentation justifying sole source procurement and
to provide written approval for it.
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NOTE: For multi-Mission training events, once a training provider has been
selected, an agreement will be executed between the training provider and the
contractor who leads the procurement process (if two contractors are involved).
In this case, the lead contractor will be reimbursed by the other contractor for its
share of participant cost. Each contractor will pay its share of the participant
costs in proportion to the number of participants. Administrative costs will not be
apportioned.

STAGE 4 - Training Implementation Plan (TIP)
Activity 1 — Prepare and Submit TIP

The Training Implementation Plan is a document prepared by the implementing
contractor that holds in one place all the critical information of the U.S. training
event, including the travel schedule, training itinerary, and budget. The TIP is
executed after the implementing contractor is notified of USAID’s selection of the
training provider.

Required elements of a TIP include the following:

name of program,;

names of participants;

name of training provider;

training subject;

training dates;

program objectives;

itinerary including day-to-day description of course and training
methodologies;

daily travel and lodging arrangements; and

TIP budget detail (including waiver for exceeding $1,450 ceiling for per
participant/per week cost for U.S. training in NIS if needed).

The TIP must be signed by the Mission. Should any training costs, in the course
of execution, exceed what is indicated on the TIP, the contractor must secure
approval as required by the Mission. For multi-Mission events a TIP must be
executed for each participating Mission.

Once the TIP is signed, a copy without budget information is given to each
participant. Appendix 8 provides a sample TIP.

Documentation of Mission Approval of Costs: The budget section of the TIP
should be in the Bureau approved TIP budget detail format. Please see sample in
Appendix 8. This format should be used unless the Mission specifies another
format.
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Activity 2 — Arrange for Travel

Agency policy requires that the host country or other non-USAID funding source(s)
pay the cost of round-trip international travel and home country travel to and from
the point of departure, including incidental costs. However, a standard waiver to
the policy may be included in the Mission’s Training Order.

If USAID does finance the travel, certain rules apply as outlined below:

All USAID-funded travel must be on U.S. flag carriers unless such
carriers do not operate from a host country, in which case participants
are to be transferred to a U.S. flag carrier at the first practical exchange
point. Entry to and exit from the United States MUST be on US flag
carriers. Because the "Fly America" regulation is not a USAID
regulation, but a U.S. legislative requirement, USAID may not waive it.
Failure to use U.S. carriers for paid transportation may result in the
contractor/grantee having to pay for the air travel. If the U.S.
government is not paying for air travel, there are no prohibitions
regarding air carriers.
All participants are limited to economy-class travel.
If travel costs are shared, the US financed portion of an international
trip must be arranged in accordance with USAID rules governing
international travel.
Participants are allowed up to 22 pounds of excess accompanying
baggage at the beginning and end of the training program (provided
that the total weight does not exceed 140 pounds). Air freight
shipments cannot be made in lieu of the accompanying excess baggage
allowance. U.S. air carriers generally limit baggage on domestic flights
to two checked items of 70 pounds each and one carry-on item per
passenger. USAID will not provide allowances for any excess.
Participants are allowed layovers on scheduled flights in excess of 14
hours.

Costs of anticipated and necessary intra-city or local travel are to be
included in the participant's maintenance allowance.

Cost Consideration. Prudent travel planning with advance bookings can save
considerable sums by using discounted airfares. In addition, booking a
substantial nhumber of participants on the same airline may also result in the
receipt of "free" tickets. Time of the year also affects the availability of lower-cost
airfare.

Activity 3 — Arrange for Lodging

The costs of daily lodging shall not exceed the lodging rates established in the
U.S. Government Maximum Travel Per Diem Allowance (CONUS) rates. The TIP
must clearly indicate each city and the corresponding daily lodging rate(s). To
assist USAID with its efforts to contain costs, every effort should be made to
obtain participant lodging at below CONUS rates.
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It is E&E Bureau policy that participants are to be housed in double-occupancy
accommodations, and it is expected that per participant lodging costs will be
significantly below the CONUS rate, which is based on single occupancy.
(Contractors should ensure that double rooms include two beds.) If the Mission
should determine that the double occupancy requirement is to be waived,
documentation of the Mission waiver may be provided via the approved training
request, email, or hard copy memorandum depending on Mission preference. If
circumstances force the lodging costs to exceed the maximum rate allowed by
CONUS, justification and Mission approval must be documented.

Cost Consideration. It is important to remember that the time of year for the
planned training will affect housing costs. Programs normally presented by
colleges and universities are less expensive in the summer due to the availability
of both instructors and on-campus housing. Observation tours scheduled in the
off-season will benefit from lower hotel rates. Efforts to negotiate concessions
with providers will be more successful during non-peak periods which are
normally winter in the north and summer in the deep South.

Activity 4 — Arrange for Interpreters

An interpreter is a requirement for non English-speaking groups or individuals
coming to the United States for training.

Making arrangements for interpreters is not necessarily easy or inexpensive. The
interpreter must be fully capable of either simultaneously or consecutively
repeating word for word the information presented. Ideally, classroom
interpreting should be simultaneous, with the classroom either set up for
interpreting (built-in equipment, interpreter booth, and so forth) or equipment
brought in. Simultaneous interpreting without equipment can be disconcerting for
the lecturer. Consecutive interpretation can be successful, although it slows the
training pace. Consecutive interpreting is best suited to observation study tours.

Poor interpretation is often noted as a negative factor in program evaluations.
Hiring the best interpreter is one of the critical elements in a successful training
program. The negative effects of poor interpreting are wide-ranging.

Here are some key considerations when arranging for interpreters:

U.S. government funding of an interpreter or escort, whether directly or
by indirect source, makes USAID or its contractor the U.S. employer.
As such, the contractor must hire only interpreters or escorts qualified
to work in the United States. Therefore interpreters may not be hired in
the field as it may be a violation of U.S. labor laws, for which the
penalties are severe. This requirement cannot be waived by the Mission.
Interpreting is a skill. Not all people who speak a language can
interpret, especially at conferences and during classroom sessions.
There is no central marketplace for interpreters. The State Department
maintains a roster of interpreters, but they are normally available only
to other government agencies.
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Interpreters’ rates for each program must be negotiated to the lowest
possible rate based on the level of interpretation needed for the
particular program. Department of State rates for interpreter services
are no longer to be used as the basis for establishing interpreter fees.
Simultaneous interpretation is particularly strenuous. Generally, an
interpreter will not agree or be able to work a class or conference alone.
An individual participating in the training activity may not act as an
interpreter for other participants. Participants who know English are
never assigned collateral interpreter duties while participants. They are
not trained in interpreter skills, and such duties would detract from
their learning experience.

Escorts cost less than interpreters. In addition to basic compensation,
escorts receive supplemental pay for serving as an escort officer and
providing interpreter services to a group of five or more participants.
The interpreter/escort receives the same travel and per diem as the
participants served.

In evaluating training programs, USAID examines the quality and background of
the escort and interpreter services provided. As mentioned above, poor
interpretation is often the leading reason for a poorly evaluated program and
professional, competent interpreting is crucial to the success of the training.

STAGE 5 - Pre-departure Orientation

Activity 1 — Orientation Arranged by Implementing Contractor

The implementing contractor is required to provide a pre-departure orientation for
participants of U.S. training events. The orientation outlines the travel schedule,
the goals of the program, administrative details, and American culture and
practices. Individuals who do not attend some orientation before leaving their
country evidence less satisfaction with their training because of higher levels of
stress dealing with unfamiliar situations without preparation. Thus an orientation
is an integral part of the training program.

The orientation should include the following:

introduction of action plans;

logistical information;

review of the content of the training activity;

review and signing of the Conditions of Training and Objectives Memo;
information regarding U.S. social customs;

information on expenses;

explanation of insurance;

explanation of J-1 visa requirements; and

emergency contact information.
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Activity 2 — Action Plans

Action Plans are required for E&E training program participants. Action planning
is a key element in motivating participants to think about how the knowledge and
skills acquired through their training will be used in the workplace when they
return to their home country. Developed with input from the training provider as
well as with that of other participants over the course of the training event, action
plans help establish clear goals and anticipated application. A preliminary action
plan should be drawn up before participants’ departure, but it will evolve during
the course of training.

In some instances, an action plan is not appropriate. If the U.S. training event is
five days or less or is a conference with many participants with whom the
implementing contractor does not have personal contact, then an action plan is
neither necessary nor required.

Activity 3 — Objectives Memo and Conditions of Training Form

Objectives Memo

Each participant must sign an Objectives Memo that outlines what the training
program is intended to achieve. It is important for participants to acknowledge in
writing all program goals and objectives. Participants must feel that they are
committed to doing their part in attaining the best results from the training event.
Missions may use the sample Objectives Memo provided in this manual. (See
Appendix 9.) The objectives memo may be used in lieu of the stakeholder
agreement.

The Conditions of Training Form

The implementing contractors must ensure that the Conditions of Training form
(USAID Form 1381-6) is explained and signed by each participant and Mission.
The Conditions of Training Form may be presented with the Objectives Memo as
part of one package.

The Conditions of the Training form specifies the following:

compliance with J-1 visa requirements to return home immediately
upon program completion;

limitation of HAC insurance;

reasons for termination of program;

prohibitions against purchasing or driving an automobile while in the
U.S. without contractor concurrence; and

prohibitions against bringing a spouse or other dependent to the U.S.
during the period of sponsored training without prior approval from the
Mission and without making arrangements with the contractor for
appropriate visa, health insurance, and dependent support.

The Conditions of Training form provides the participant with the basic rules that
he/she must follow while in training (e.g., abiding by U.S. laws). The form is a
"contract" between the Agency for International Development and the trainee.
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Because it covers most of the critical USAID rules and regulations relating to
sponsored training, the Conditions of Training form is also a useful review of
requirements for contractors who are new to training.

The trainee should be provided with a copy of the form and asked to read it
carefully before signing and accepting the sponsored training. All contractors
should be aware of the contents and be prepared to answer questions regarding
the rules and regulations. Most of the answers are contained in this Manual.
Trainees should be provided with a signed copy of the Conditions of Training form
for their own records and be advised to review it from time to time. It is both
appropriate and recommended that the project officer sign the form before
delivering it to the trainee to sign. The major function of the form is to
communicate in the strongest manner possible USAID requirements to trainees.

See Appendix 10 for a copy of the Conditions of Training form.
Activity 4 — Predeparture and Maintenance Allowances

Predeparture Allowances

Contractors are asked to ensure that the trainees have some travel funds readily
converted to cash, such as traveler's checks, to suffice for the first day or two
upon arrival. The funds will give the participants time to receive and cash their
allowance checks.

Because of different circumstances in each country, the contractor/grantee will
need to make whatever arrangements are necessary for ensuring the availability of
currency. If U.S. currency is available, implementing contractors will be expected
to provide an advance maintenance allowance in cash.

Whether or not funds are available, arrangements need to be made so that the
participants have access to funds as soon as they arrive in the U.S. If the
implementing contractor meets the trainees, the first order of business should be
to process and cash allowance checks, converting much of the money into
traveler's checks. If another organization is meeting the trainee, the purchase of
money orders to be delivered on arrival will help get the program off to a good
start.

Maintenance Allowances

USAID relies on a prescribed payment structure for participant allowances for all
sponsored programs. The rates undergo a review and update (as needed) every
year. Given that each contract or grant includes a clause that the recipient of
funds agrees to follow Agency training policies, contractors must obtain the most
recent allowance rates when structuring a program.

USAID-sponsored participants must receive the allowance rate prescribed by the
Agency below, unless the CTO gives authorization for a higher rate.

Long-term Training. For participants of long-term training occurring in academic
settings lasting nine months or longer, whether for an academic degree or
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technical certificate of completion. Rates are calculated and maintained by the
Institute of International Education (IIE), and may be found on IIE’s website:
www.iie.org/fulbright/posts/restrict/mmr/index/html.

USAID uses all various rates listed by IIE, when appropriate, except for the
following:

partial grant allowances that supplement support from other sources;
required field trips at up to $500 per trip;

post-summer program allowance at $50 per day; and

thesis research allowance for second travel grants.

The following costs are eligible for expense reimbursement when appropriate:

research projects;

computer purchase/rental;

tutors;

typing expenses;

excess thesis expenses;

book purchases in excess of established rate;
book shipments;

professional society memberships; and
student memberships.

USAID rates in addition to the IIE list are as follows:

books and supplies at $750 per academic year and $200 per summer;
supplementary book allowances at up to $250 per year;
supplementary supplies and computer time at up to $1,000 per year;
international travel — round trip (from home to pre-academic program to
academic institution and return) unless provided by another funding
source as cost-sharing;

settling-in allowance at $350 one time (may be adjusted by Mission);
monthly maintenance as published for IIE;

return baggage allowance at $300;

thesis allowance at $300 for MA. and $600 for Ph.D.;

incidental allowance at $10 per day;

typing (discretionary);

book shipment (discretionary);

professional societies (discretionary); and

student memberships (discretionary);

Short-term Training. For short-term participants in programs under nine months,
allowance rates are based on the Standardized U.S. Government Federal Travel
Regulations and may be found on the State Department website
policyworks.gov/org/main/mt/homepage/mtt/perdiem/travel/shtml. A link to
the per diem rate is also found on the E&E Website at www.enitraining.net.
Lodging receipts are required for all participants receiving standardized rates.
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The Meals and Incidentals Expenses allowance must be paid directly to the
participant.

Missions and implementing contractors are reminded that allowances may be
adjusted in accordance with the cost of the program. Paying for accommodations
directly and providing participants only with Meals and Incidental Expenses
(M&IE) has proven to be cost-effective.

Activity 5 — Participant Taxes

Federal Tax Law stipulates that all J-1 visa holders receiving US funding must file
U.S. Tax returns (including state and local, as required by local law) regardless of
actual tax liability. USAID holds its contractors, grantees, and cooperative
partners and their participants responsible for all aspects of income tax
compliance in accordance with all applicable federal, state, and local statutes and
regulations.

The implementing contractors must assign each participant to the appropriate tax
category as far in advance of the nomination process as possible and then budget
for income taxes accordingly.

Pure Scholarship-Fellowship Academics (Category 1). Category 1 participants
generally have a foreseeable federal tax liability. They are enrolled in an
accredited degree-granting U.S. academic institution and are either studying
toward a degree or receiving training in a recognized occupation. These
participants did not leave a permanent job in their home country; left a permanent
job to obtain training for another job in a different field; or have a promise of a job
upon completion of USAID-funded training, with training required for that job.

Short-Term Job-Related Trainees (Category 2). Category 2 participants generally
have no foreseeable federal tax liability. They are in training related to their home
country employment. Such training is conducted at U.S. academic institutions or
at private and/or public sector training facilities. The duration of their job-related
training is 12 months or less. Category 2 participants may rely on 26 CFR 1.162-
2 to document their away-from-home status. Category 2 trainees pass all three
parts of the “Claimed abode test”, which permits IRC Section 162(a) deductions
for away-from-home expenses incurred during training assignments not to exceed
one year. Category 2 participants have no foreseeable federal tax liability because
business-related expenditures and personal maintenance expenditures are allowed
as itemized deductions.

Long-Term Job-Related Trainees (Category 3). Category 3 participants generally
have a foreseeable federal tax liability. These participants are in training related
to their home-country employment, conducted at US academic institutions or at
private and/or public sector training facilities. The duration of the job related
training is 12 months or more and is: (a) required by the home country employer
for the participant to keep his/her present job; or (b) for the purpose of
maintaining/improving skills for the present job. Category 3 participants
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generally have a foreseeable federal tax liability because only the qualified tuition
and job-related expenditures are allowed as exclusions or itemized deductions.

Non-Scholarship, Non Job-Related Trainees (Category 4). Category 4
participants generally have a foreseeable federal tax liability. They are not
studying for a degree and do not meet any criteria for job-related status. As a
practical matter, they are generally high school students or 4-H trainees.
Generally, all of their support is taxable.

Tax Treaty Country Trainees (Category 5). Category 5 participants generally have
no foreseeable federal tax liability. Contractors must refer for details to IRS
Publication 901: U.S. Tax Treaties. These participants come from countries with
which the United States has a ratified tax treaty and therefore may be exempt
from payment of some or all taxes, but they must file an informational return in
order to claim the exemption. Treaties do not always apply to students, trainees,
teachers, or researchers. Thus contractors, Missions, and Bureaus must read
treaties and specifically identify the article or section that applies to their
participants.

Sometimes a Category 5 trainee has a foreseeable federal tax liability. This can
occur if the participant’s program exceeds the time limits on length of residency
imposed by the treaty or the dollar limits imposed by the treaty on income
imposed.

Romania and Slovak Republic in the CEE region currently have tax treaties in
force. In the NIS region, tax treaties are in force for Kazakhstan, Kyrgyzstan, and
the Russian Federation, and the Commonwealth of Independent States which
includes Armenia, Azerbaijan, Belarus, Georgia, Moldova, Tajikistan,
Turkmenistan, Ukraine, and Uzbekistan.

Contractors/grantees arranging training for E&E participants are responsible for
familiarizing participants with current IRS regulations upon their arrival in the
United States. Each participant is required to obtain a tax identification number
by filing INS Form W-7 and accompanying documentation with the INS. The
training implementation contractors in the NIS and CEE can provide minimal
advice on what procedures need to be followed. It is possible that some
arrangements may be made with the implementing contractors to handle much of
the tax documentation; however, implementing contractors may not be held
responsible for any errors or omissions relating to tax filing or payment. This
responsibility may not be delegated by the organization paying the participant
costs or by the participant him/herself. The tax orientation should include the
signing of a W4 Form and, if appropriate, a Tax Treaty Exclusion Statement.
Becoming familiar with IRS requirements, procedures, and responsibilities
relating to U.S. income tax and filing is the responsibility of the organization
making payments to the participant.

Among other things, a Statement of Expenditures detailing training-related

expenditures paid from U.S. sources on behalf of the participant must accompany
each income tax filing on behalf of participants.
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Since it is USAID policy to pay participant income taxes on the income resulting
from the official training program, project officers and contractors must budget
for participant taxes in those cases where taxes are liable to be due. If
withholding and/or tax payment is necessary, a line item in the budget must be
created from which taxes can be taken. Maintenance cannot be the source for
withheld taxes. Since IRS documents and laws change from year to year,
contractors are encouraged to remain current with IRS regulations regarding
trainees.

Exclusions

Any fines, fees, or interest levied against a contractor/grantee by the IRS for not
following IRS regulations regarding filing, reporting, and so forth cannot be paid
from USAID funds. In addition, all fines, late fees, and interest imposed on an
Agency-funded participant due to negligence of the contractor/grantee or
participant will be paid for by the contractor/grantee or participant from other
than USAID funds.

USAID will not provide funding for participant income taxes in the following cases:

USAID will not fund any tax, penalties, or interest associated with its
contractors’, grantees’, or cooperative partners’ failure to comply with
federal, state, and/or local statutes and regulations governing the
timely reporting, withholding, and/or payment of withholding tax on
amounts of participants' U.S. source income.

USAID will not fund any tax, penalties, or interest for that period of time
when participant trainees are in non-returnee status.

USAID will not fund any tax, penalties, or interest on any sponsored
trainees income received from sources outside the United States.
USAID will not fund any tax, penalties, or interest on any sponsored
trainees income received from non-USAID sources, except as allowed
pursuant to required assistantships, required paid internships, and
required on-the-job training.

USAID will not fund any tax, penalties, or interest for participants who
return to the U.S. after completion of their USAID-sponsored training
and incur retroactive tax liabilities for the time spent under USAID
sponsorship.

Activity 6 — Other Issues That May Arise

Dependents

The E&E Bureau makes no provision allowing dependents to accompany
participants, particularly as most programs are short term and technical in nature
and the participant must remain highly focused on the program without
distraction. However, in the case of longer-term academic training, the Mission
and contractors may consider whether the separation would be a hardship. The
Conditions of Training form states that dependents are not to accompany a
participant until a full academic term or six months, whichever is longer, has
elapsed.
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Missions should establish a policy on dependent travel. Missions should
remember that USAID has no obligation to pay for accompanying family members
of a J-1 participant. Support of J-2 dependents is the sole responsibility of the J-1
participant. To approve or disapprove the travel of a dependent, the Mission
officer uses the Dependent Certification form. (Please see Appendix 11 for a copy
of the form.) The form is not sent to G/HCD but can remain in the Mission field
office.

In determining total expenditure estimates for the Dependent Certification,
consideration must be given to the total number of dependents and the expected
length of stay in the country of training. Adequate financial expenditure estimates
are based on the cost of living in the area where the participant is located. A
general rule is that 50 percent of the monthly maintenance for the area is required
for each accompanying dependent.

The dependents' health insurance coverage must be arranged, and be reimbursed
by the participant, to ensure that the insurance is not canceled and is renewed as
necessary. It is the responsibility of the participant to ensure that return tickets
for dependents do not expire (are kept updated with the issuing airline).

The contractor must clearly inform the participant in writing that employment for
purposes of supporting dependents will not be approved.

Visa Extensions
Training programs may be extended only if there is a clear and compelling
justification for continued training.

ADS 253 Mandatory reference states that extensions may be requested, but never
beyond the duration of the training program. A complete IAP 66A form and a
brief letter to G/HCD for a J-1 visa extension request should include the following:

contract, grant, loan number, or other agreement identification
symbols;

names of dependents, if any, in the United States; and

any supporting documentation for the extension (e.g., copy of the
training request extension) and proof of Mission and host government
approval of the requested extension.

The request for an extension is reviewed and the IAP 66A signed by G/HCD. The
signed IAP 66A form is then returned to the requesting office and provided to the
participant.

It is important to note that under no circumstances may an IAP 66A be requested
for longer than the actual period of training. Any personal reason under which
the participant remains in the U.S. on a J-1 visa after the training program
concludes - such as vacation or visitation of family and friends - is a violation of
federal J-1 guidelines and ADS 253. Participants are also ineligible for HAC
benefits beyond the duration of training. A participant on a J-1 visa must return
home after training. These regulations cannot be waived by the Mission. Any
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period of vacation or non-training-related time spent in the U.S. must occur before
training and must take place under the appropriate visa.

Program Termination
Early termination may occur as a result of the following:

failure in the academic or technical program;

change in course of study without approval;

failure to carry a full course load or laboratory schedule as prescribed
by the academic or training institution;

failure to pursue the practical training component of the program,;
health problems that materially interfere with the training program;
conduct contrary to the laws of the country of training;

bringing dependents to the country of training without prior approval,
employment in the United States or country of training without prior
USAID approval;

acceptance of public welfare funds;

failure to abide by the commitments in the Conditions of Training form
or to comply with other requirements specified in ADS 253 or the E&E
Training Manual; or

dependent accompaniment without prior approval or lack of insurance
for dependents while in the United States.

The implementing contractor must immediately notify the CTO and Mission
should an incident occur that may cause the early termination of the participant’s
involvement in the program.

When the program of a USAID-sponsored participant is threatened to be
terminated due to his/her poor performance, misconduct or unlawful conduct in
the United States, the contractor is to inform G/HCD, the CTO, and the USAID
Mission of the problem(s) involving the participant. Together, these entities will
determine the program termination. The implementing contractor will be
responsible for making the arrangements for the return of the participant and will
keep the Mission informed of arrival. In cases of early program termination
involving sensitive personal information that could negatively affect the
participant's future, the wuse of official Department of State/USAID
communications facilities and the classification "Sensitive but Unclassified" should
be considered.

Participant Legal Issues

In case of arrest, the implementing contractor must notify G/HCD and E&E/EEST
immediately and in writing regardless of the circumstances. Neither USAID nor
the trainee's monitoring agent must aid or abet the participant's departure from
the United States before the date of trial. If a participant must remain past the
projected return date for reasons related to arrest and trial, financial
arrangements must be put in place to provide appropriate accommodations until
the participant's trial is over and a final legal determination is rendered by the
court.
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Any legal fees incurred by or on behalf of individual participants while in the
status of a USAID-sponsored trainee are not allowable costs for USAID payment or
reimbursement unless USAID initiated a request for such legal counsel and fees.

STAGE 6 - Monitoring Participants and Reporting

Activity 1 — Contractor Conducts Monitoring

Monitoring of E&E training participants is specified by the Bureau’s scope of work
for the training implementation contractors.

By maintaining regular contact with participants in training, the contractor can
ensure that trainees are progressing in their learning experience. The contractor
can also readily identify problems and resolve them rapidly. Regular contact with
the participants also contributes to participants’ sense of security.

At a minimum, monitoring should ensure that:

the participant has arrived and settled into appropriate living quarters;
the training program meets the requirements outlined in the Training
Implementation Plan;

the participant is enrolled in a full course of study if in an academic
program or is regularly attending scheduled activities and/or sessions if
in a technical program;

the participant is progressing adequately in the course of study;

no serious personal/health problems develop that will prevent
successful completion of the program;

participants' J-1 visas are valid through the duration of the training (if
not, the contractor/grantee must secure the necessary approvals from
G/HCD); and

departure arrangements are made upon completion or termination of
the program and the appropriate USAID Mission is informed of the
arrangements.

For technical programs, AED or WL programmers generally stay in regular contact
with the training provider and can be alerted through that channel if problems
arise. In addition, a personal call to the participant or representative of the group
through an interpreter is usually part of the monitoring procedure.

A site visit to a technical program may be conducted when appropriate. AED and
WL can then evaluate the training provider and the provider’s management of the
training event. Programmers will interview participants and meet with providers.
When working with groups that do not speak English, program managers might
ask the group to designate a spokesperson who may be contacted for reports on
behalf of all participants. For academic training, the contractor is recommended
to make a site visit after the first three months and regularly thereafter.

In addition to this informal contact, progress in academic and long-term technical
(over five months) programs must be documented on the Academic Enrollment
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and Term Report (AETR)-(AID 1380 - 69) at the end of each term. The form can
also be used for programs of less than five months given by a training institute
with a formal structure. The implementing contractors are responsible for
obtaining the report from academic institutions and providing it to the Mission.
(See Appendix 12 for a copy of the form.)

There is no required form for monitoring progress for short-term technical
programs, but implementing contractors should document progress for their
records, external audits, and evaluations.

For multi-Mission training events in the U.S., the contractor with the larger
number of participants is responsible for monitoring the program.

Activity 2 — Administer Exit Questionnaires

At the end of every U.S. training program, the implementing contractors are
required to administer an exit questionnaire to each trainee. AED and World
Learning developed an exit questionnaire to provide Missions with feedback on the
quality of the training program and the likely application of the knowledge, skills,
and attitudes gained by participants during their training.

The exit questionnaires are critical for the contractors’ self-evaluation of their
implementation and management of the participant training event. The
questionnaires also provide key data on the extent to which the participants feel
that the objectives laid out in the planning phase of the program were achieved.
Appendix 13 provides a copy of both implementing contractors’ exit
questionnaires.

For multi-Mission training events in the U.S., the implementing contractor with the
larger number of participants (if both AED and World Learning are involved) is
responsible for ensuring exit questionnaires are completed by participants and
forwarded, as appropriate, to the other field offices participating in the event.

Activity 3 — Non-returnees

A trainee becomes a non-returnee upon failure to comply with the return date
agreed to by all parties. This date may be the date determined for the participant
to return to work; the date of departure from the U.S. on the IAP 66A, allowing for
travel time home; or the agreed-to date of a formal meeting between the returnee
and the USAID Mission or in-country contractor. While a rare occurrence, non-
returnees still represent a serious, constant issue.

The implementing contractors must track participants for timely return to their
professional setting in their home countries. The Mission or implementing
contractor must provide a Non-Returnee Report to the E&E/EEST and to G/HCD
as soon as a participant is classified as a non-returnee. Preliminary
communication regarding the status of the participant is immediately sent via
email. For those participants who are determined to be still in the United States,
G/HCD will advise the INS regarding non-returnee status.
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Efforts at reducing the non-returnee rate must be constant and should focus on
event planning and design, participant selection, and progress monitoring as well
as on tracking participants' post-training whereabouts.

Activity 4 — TraiNet

All E&E Missions are required to report all U.S. training events via the Agency-
mandated database called TraiNet. Use of TraiNet is an Agency wide requirement
specified under ADS 253. TraiNet data, including the E&E core questionnaire,
must be sent quarterly to G/HCD and the E&E Bureau training office.

The Office of Management and Budget (OMB) approved use of TraiNet in

accordance with the Paperwork Reduction Act. The OMB number for TraiNet is
0412-0554; the expiration date is 05/31/2001.

Page 58 Manual of Training Policies and Procedures for Europe and Eurasia



Chapter 4
Preparation and Documentation for
Third-Country Training

All training funded by USAID through its worldwide missions is managed by
Agency Directive ADS 253. This chapter follows closely, and in many cases states
directly, the contents of ADS 253. ADS 253 takes precedence over the contents
of the manual. The Bureau, Missions, and implementing contractors are
responsible for adhering to ADS 253.

Chapter four outlines and specifies the required preparation and documentation
necessary for USAID-sponsored third-country training (TCT). The reader will
notice some repetition of policies that are discussed in chapters 3 and 5.
Implementing training in a third country carries with it some unique
responsibilities and therefore certain regulations must be followed. Especially
important for TCT is determining the responsibility between the sending office and
the receiving office in the country of training. This can be particularly challenging,
especially if the third country has no USAID Mission or training implementation
contractor. However, with the proper amount of lead time, organizing TCT
training should be simple and cost-effective.

While the chapter lays out the minimal procedural requirements for conducting
participant training, individual Missions may specify additional procedural
requirements as deemed necessary. Any additional requirements should be
reviewed by the E&E training office to ensure that they comply with Agency
directives and the implementing contractors’ delivery orders.

This chapter includes not only Agency-wide requirements, but also requirements
based on the two implementing contractors’ delivery orders as developed by the
E&E Bureau to address issues particular to Europe and Eurasia. The procedures
must be followed to ensure execution of a quality training event in the most
efficient, results-oriented, cost-effective manner possible. The flow chart on the
next page illustrates the key required steps and activities for implementing third
country training.

While this chapter has been written specifically for the E&E participant training

program, the guidance contained within is strongly recommended for all training
in the region, including technical assistance training.
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STAGE 1 - The Training Request
Activity 1 — Drafting the Training Request

As part of the integrated services packages of the E&E training program, the
implementing contractor may develop and draft all training requests on behalf of
the cognizant Mission, in accordance with Mission input and with Mission support.
On the other hand, certain Missions may prefer to provide the implementing
contractors with completed training requests. In either case, the Academy for
Educational Development and World Learning, as the two implementing
contractors, are required to enter all training requests through the Training Events
On-line Library (TEOL), which is available on the USAID/E&E Training Website
(www.enitraining.net).

The Training Event Request Form on the TEOL database (called TERF) guides the
drafter through the necessary elements that make up a sound and well-developed
training request. Necessary elements include tying the event into a Mission SO
framework by presenting the intended results and objectives of the training, the
skills to be acquired, and any follow-on activity. Estimated costs for the event are
also to be included in the TERF. Other information fields include participant
selection criteria, venue, English testing, and suggested training provider. A copy
of the TERF template can be found as Appendix 4.

The sending Mission needs to identify the receiving office in the third country that
will assist with the training program and then submit an inquiry to that office. The
receiving office reviews the request and, after deeming it feasible, assists in
identifying potential training sites. Third-Country Training (TCT) may take place
within the CEE and NIS where the USAID Mission and its implementing contractor
would be considered the receiving office.

TCT may also take place in a country that does not have a training
implementation contractor or even a USAID Mission, for example, Canada. ADS
253 Supplementary References states: “in cases where the receiving country does
not have a USAID Mission, the management of the third-country training program
should be accepted by one of the following entities:

the U.S. embassy in the country of training;

the embassy of the host government in the country of training;

a designated programming agent hired to serve as a representative to
develop, administer, monitor and evaluate the training; or

the training institution is willing and able to handle the training and
managerial responsibilities.”

For multi-mission training events, the Mission technical officers and the training
implementation contractor field offices will produce the TERF. Final design of the
training request should be coordinated equally by all Missions and contractors
who will be involved in the training event regardless of which country originated
the training event concept or is piggybacking onto it. While all Missions will
collaborate on the content of the TERF and the final design of the event, each
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Mission involved must create their own TERF indicating the number of
participants who will attend the event from their country. The Bureau’s training
office must be notified of any multi-mission training events being planned.

Appropriate lead time must be considered when requesting a training event.
When a training request for TCT is ready to move forward, the minimum lead time
for AED or WL for implementation of the third-country event is three months. The
three-month lead time is Bureau policy and must be adhered to regardless of the
type of training, be it a tailored program, a conference or seminar; the number of
participants; or type of program procurement. The lead time requirement is a
fundamental element for carrying out a sound training program. Appropriate
lead time allows participants to develop the language and other skills needed to
participate fully in the training and allows the Mission and implementing
contractor to review the implementation plan with care to ensure full preparation
of the participants.

Cost Consideration. Appropriate lead time allows for “comparison shopping” and
cost negotiations. If it is necessary to select participants quickly, the effective
cost of the program may be higher as “dropouts” may not be adequately replaced.
For example, if a program is scheduled for 15 people and only 10 attend, the unit
cost increases markedly as the provider has certain fixed costs which will not be
affected by a smaller group size. If participants are scheduled to depart within a
week or two after the identification of a provider, the ability of the placement
agent to successfully negotiate cost reductions is minimized since there is no
leverage. Travel and hotel arrangements made without appropriate lead time will
also drive up costs.

In the design of a training program, a cost-sharing formula should be followed
whenever possible depending on case-specific capabilities. ADS 253 states that
25 percent financial or in-kind contribution by other contributors is a general
target. The cost-sharing arrangement should be captured in TEOL and TraiNet.

In an effort to streamline cost approval documentation for its programs, the E&E
Bureau has determined the following as the minimum appropriate documentation
of Mission approval of training costs: the TERF (training request), the
recommendation memo (see below), and the TIP (see below). Approval of all
costs, including any necessary waivers, should be included in one or all of the
above documents. No extra approval memo would therefore be necessary.
Individual Missions may, however, require additional documentation.

Activity 2 — Adherence to Geographic Code 935

The Bureau has determined that for the E&E Training Program, the location of
third-country training must adhere to the conditions set forth in geographic code
935. According to Geographic Code 935, third-country training may take place in
any country except the following foreign policy restricted countries: Afghanistan,
Libya, Vietham, Cuba, Cambodia, Laos, Iran, Iraq, North Korea, Syria, or the
People's Republic of China.
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Only the Mission Director may approve of training in foreign policy restricted
countries with written documentation for the file or justification in the training
request.

For training funded outside of the E&E Training Program (i.e. GTD or TRANSIT),
the location of third-country training should adhere to the conditions set forth in
Geographic Code 941, as cited in ADS 253, unless otherwise stated in the
contract under which those participants are funded.

Activity 3 — Mission Approval

All training requests must be approved by the sending Mission. Approval usually
occurs when the Mission signs a hard copy of the training request. As they
become part of the Training Plan, training requests are often reviewed and signed
by several managers in the Mission, such as the SO Team leader, Program Officer,
and/or Mission Director. When the highest-level approval is received, the training
request is approved.

STAGE 2 - Participant Selection and Processing

Activity 1 — Selection Criteria Determined

The selection of participants is critical to achieving a successful outcome. Good
selection results in a program with highly motivated participants who perform well
and complete the training on time, benefit from the training, return to their home
country, and are likely to apply the training in furtherance of program objectives.
An adequate investment of time and effort in selection goes a long way to ensuring
both cost containment and program impact.

Agency and Bureau guidelines have been developed to assist a selection
committee in establishing selection criteria. The guidelines include the following:

Participants should not be chosen based on any interests that go
beyond the training program and the achievement of Strategic
Objectives.

Patronage should be avoided and selection criteria must be
transparent. Nominations must be based on objective criteria and not
politically motivated.

Alternate candidates for training should always be identified in case of
unanticipated drop-outs. If drop-outs are not replaced by qualified
candidates, there may be cost implications for the Mission.

Candidates must be citizens and residents of the host country. Persons
holding citizenship or residency in other countries are not eligible
except with a waiver approved by the Mission Director. U.S. citizens
and U.S. permanent residents (e.g. green card holders) are not eligible
for USAID-sponsored training unless the need for such training is
critical to achieving the Strategic Objective. The Mission must approve
this exception on an individual basis.
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For third-country training, third-country nationals may be approved by
the SO Team on a case-by-case basis. Considerations normally include
cost-effectiveness and the likelihood of the third country national’s
return to work in the host country.

USAID grantee and cooperative agreement recipient staff may be
eligible to attend E&E participant training events as participants. These
participants may continue to receive salaries during training as long as
the grant or cooperative agreement authorizes it or unless otherwise
authorized by the Mission or Regional Contracting/Grant Officer.

It is E&E Bureau policy that USAID contractor staff are not eligible to
attend training events as participants.

About Event Observers. USAID contractor staff may attend training events
as observers if they fund their own attendance and do NOT use the
implementing contractors for any logistical assistance. The E&E Bureau
stresses the importance of including any observer(s) in the pre-departure
orientation discussion so that their role(s) is clearly defined to the entire
group. This approach will ensure that the observer(s) understand how the
program is organized and lessen the chance that the said observer(s)
might disrupt the program by attempting to change the schedule and/or
aspects of the program.

Candidates should have a clear understanding of the objectives of
USAID-sponsored training and evidence a strong personal commitment
to participate fully in the training event. Candidates must understand
fully that they are obligated to return home after the training and should
be completely aware of their responsibilities as participants.
Participants should possess sufficient academic or other
skills/experience to meet prerequisites that enable them to complete
the programs successfully.

Participants should have completed their military requirements or
otherwise be exempt from conscription.

Participant should not have been trained previously under a USAID-
sponsored U.S. training event. However, repeat participants are
permissible, and justification for selecting a repeat participant should
be included in the nomination list (see below) that the Mission must
approve.

E&E Missions are to maintain a gender balance when selecting
participants. An annual target of 50 percent women for third-country
training has been established by the Agency. Missions may receive
assistance in meeting this target from the Global Bureau’s Office of
Women in Development (G/WID).

Missions should attempt to include for training qualified persons with
disabilities and members of disability-oriented organizations. The
additional cost that may be incurred for a disabled participant is not a
sufficient justification for precluding the participation of a qualified
disabled participant from. (Processing for disabled participants is the
same as for other participants except that additional equipment or
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special accommodations may be needed. Missions must ensure that
each disabled participant carries sufficient insurance to cover the
disability. A disability is defined as a physical or cognitive impairment
that affects a major life function.)

Cost Consideration. If groups are to be programmed, group size can have a
substantial impact on cost. Other costs affected by group size are transportation
and interpretation (if required). Often groups are transported by vans that
normally accommodate seven to 15 people, including the driver. If groups are of
an odd number or if there is an odd number of men to women, this will result in
increased cost as single hotel accommodations will be required.

Activity 2 — Training Application Form

The implementing contractors issue invitations to potential participants based on
decisions from the Mission selection committee. Such participants are then
required to complete a training application form and submit it to the
implementing contractor. The form outlines the participant's biographical
information, work experience, and the expectations for the training event. All
training application forms must contain the following language near the
applicant's signature line: Release of Participant Applicant Information: |
understand that my name and contact information may be released by USAID to
outside parties who re interested in the training that | may receive under USAID
sponsorship. If contacted, | also understand that | am not required to cooperate
with or provide information to such parties. The implementing contractor
assembles the participant nomination list and submits it for required Mission
approval. The Mission is solely responsible for selecting and approving
participants.

Activity 3 — Medical Examination and Insurance

ADS 253 Supplementary Reference states that TCT participants should meet the
medical examination requirements of both their own government and the country
of training. Missions are encouraged to use the standard medical examination
form found in Appendix 5. Pre-existing conditions should be reported to the
Mission. However, as HAC does not cover third-country training except when
incidental to U.S. training, the waiver procedures are not employed.

The sending office must determine if appropriate insurance coverage will be
provided in the receiving country.

Mission policy may determine responsibility for payment of the medical
examination costs according to local circumstances. Exam and ancillary costs
(travel to place of examination) may be wholly or partially paid by the Mission.
This policy should be documented in the Mission Training Order.
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Activity 4 — Visas

The implementing contractor for the sending Mission is responsible for ensuring
that all participants have the appropriate visas for third-country training. No
forms need to be submitted to G/HCD for TCT visas.

Activity 5 — Language Proficiency

If an interpreter is not to be used and a sending Mission doubts a given
participant’s ability in the language in which the training is to be conducted, a
language assessment should be arranged. The receiving office may be able to
assist with the assessment. If the training program is to be conducted in English,
a CEPA exam should be arranged.

STAGE 3 - Training Provider Selection

Training Provider services under the E&E Training Program (GTD/TRANSIT) will
be procured through limited competition. Within the parameters of limited
competition, and following procedures developed by the implementing contractor
and approved by the Office of Procurement, training services may be procured in
three ways: competitive procurement, non-competitive procurement and sole
source procurement.

Activity 1 — Determine Mode of Procurement

The implementing contractor will determine the type of procurement to be used
for obtaining training provider services for each training event using the guidelines
detailed in this section of the manual.

The implementing contractor will generally be required to competitively solicit for
training services to carry out tailored third-country training events. However,
there will be specific instances where competitive solicitation will not be required
and events may be awarded to training providers non-competitively. The criteria
for non-competitive procurement are as follows:

The training activity is advertised with a published cost per participants
and specified dates of delivery. This is the standard off-the-shelf
program (currently for AED only).

The training activity requested by the field Mission is largely identical to
a training activity competitively awarded in the past. Further, the
evaluation of the program was better than average. The cost of the
program therefore should decline because the development costs were
captured in the original award (currently for AED only).

The training activity is based on participant involvement in technical
assistance programs. Given an established relationship between
participants and the provider of technical assistance, the training will
further that relationship. To move to a different provider would weaken
the training (for both AED and WL).
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The training provider will charge no tuition for the classroom
components of the training activity; out-of-pocket costs will be charged
with no fee or overhead (for both AED and WL.) However, it should be
noted that free training does not necessarily mean quality training.

In any other instances, where it has been determined by the Mission that the
training provider services for an event will not be competitively procured, and the
circumstances of the award do not meet the criteria specified above for non-
competitive procurement, the Mission must request a sole source procurement. A
sole sourced procurement request with justification is most appropriately
documented in the Training Request/TERF.

Activity 2 — Request for Training Proposal

Competitive Procurement

The contractor identifies potential training providers for the training activity
through research and by sending out a Request for Training Proposal. If possible,
the contractor should contact at least five training providers and send each a
Request for Training Proposal (RFTP). Interaction with the potential training
providers must be conducted in accordance with procedures developed
specifically for the informal, limited competition of the E&E Training Program and
approved by USAID’s Office of Procurement. Documentation of the interaction
should be retained in the contractor’s program files.

Competitive bids for multiple training events is a difficult mechanism to use
because the risk is considerable for both parties to the bid. If, for example, there
is a need for five identical programs, it would be safe to assume the provider
could grant significant cost concessions. Unfortunately, until the first program is
offered there is no way to know whether the training is satisfactory. The provider
will have based the bid on five programs and thus canceling the balance of the
programs would cause the provider to suffer a loss even on the initial program.
The ideal approach would be to obtain a bid for one program as well as for five
programs with accompanying language that allows the provider to exercise an
option for the other programs at a reduced cost.

For multi-mission events that are to be competitively procured, all contracting
offices involved will work on the text of the Request for Training Proposal and will
identify potential training providers to receive it. If both contractors, AED and
World Learning, are involved, the contractor that has an office in the country in
which the training is proposed to take place will be responsible for sending out the
request for proposal. If the training is to take place in a country in which neither
contractor has an office, the contractor with the larger number of participants will
take this responsibility. This contractor will also carry out all administrative
responsibilities for running the competition. If both contractors are involved, they
must both participate in the proposal review and recommendation. Both
contractors must sign the recommendation memo that goes to the Mission.

The implementing contractor must take into account several factors when
reviewing proposals. Among them are cost containment, expertise of trainers,
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topics and methodologies meet specific needs of the participants, and that time is
allowed for professional networking.

Specific information on what the implementing contractors look for in a training
provider may be found on the E&E web site, www.enitraining.net.

Non-Competitive and Sole Source Procurement

The E&E Bureau requires that the implementing contractors obtain training
proposals from all training providers regardless of whether the procurement for
the event is competitive, non-competitive or sole-source. The implementing
contractor is responsible for ensuring the quality of all training implemented
through the E&E training program and therefore must be in a position to negotiate
with and provide technical training guidance to the training provider through the
proposal review process.

Activity 3 — Procurement Documentation

Competitive Procurement

Once potential providers submit a bid for competitive procurement, the material
sections of each proposal are carefully reviewed. The implementing contractor
recommends the most cost-effective, quality training program to the USAID
Mission through a Recommendation Memo. The recommendation memo and
proposals should also include a budget for the training event. The
recommendation memo may also serve to clear Mission approval for any costs
exceeding training request budget.

All proposals (not just the recommended one) are shared with the USAID project
officer/SO Team. It is not necessary that the least expensive bid be chosen, but
the best quality program should be selected as long as the costs for that program
are not substantially higher than the competition.

The USAID Mission makes the ultimate determination regarding who will present
the training program. The Mission may not necessarily choose the implementing
contractor’s recommended provider. However, the USAID Mission is required to
sign the Recommendation Memo indicating either approval of the recommended
provider or selection of another proposed training provider. AED and WL request
explanation from the Mission should their recommended provider not be chosen.

Non-Competitive Procurement

The implementing contractor will provide the Mission with documentation which
supports non-competitive procurement in either of the following cases: 1) the
Mission has mandated a training provider without competition and circumstances
meet the criteria for non-competitive procurement; or 2) the implementing
contractor has identified, through research, a potential provider where the
circumstances meet the criteria for non-competitive procurement. This
documentation must be prepared prior to engaging in negotiations for a non-
competitive award. Such documentation should be included in the TERF (Section
C.7 and Section H, under comments) and must be approved by the Mission.
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Sole Source Procurement

In those instances where the Mission has requested sole source procurement with
a specific training provider, the implementing contractor will prepare, using
justification provided by the Mission, appropriate documentation for the sole
source procurement. Such documentation should be included in the TERF
(Section C.7 and Section H, under comments). If Mission approval has not been
obtained through the TERF, a separate sole source memo is required. The
Mission is required to sign documentation justifying sole source procurement and
to provide written approval for it.

NOTE: For multi-Mission training events, once a training provider has been
selected, an agreement will be executed between the training provider and the
contractor who leads the procurement process (if two contractors are involved).
In this case, the lead contractor will be reimbursed by the other contractor for its
share of participant cost. Each contractor will pay its share of the participant
costs in proportion to the number of participants. Administrative costs will not be
apportioned.

STAGE 4 - Training Implementation Plan (TIP)
Activity 1 — Prepare and Submit TIP

The Training Implementation Plan is a document prepared by the implementing
contractor that holds in one place all the critical information of the third-country
training event including the travel schedule, training itinerary, and budget. The
TIP is executed after the implementing contractor is notified of USAID’s selection
of the training provider.

Required elements of a TIP include the following:

name of program,;

names of participants;

name of training provider;

training subject;

training dates;

program objectives;

itinerary, including day-to-day description of course and training
methodologies;

daily travel and lodging arrangements; and

TIP budget detail.

The TIP must be signed by the Mission. Should any training costs exceed what is
indicated on the TIP, the contractor must secure approval as required by the
Mission. For multi-Mission events a TIP must be executed for each participating
Mission.

Once the TIP is signed, a copy without budget information is given to each
participant. Appendix 8 provides a sample TIP.
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Documentation for Mission Approval of Costs. The budget section of the TIP
should be in the Bureau approved TIP budget detail format. Please see sample in
Appendix 8. This format should be used unless the Mission specifies another
format.

Activity 2 — Arrange for Travel

Travel of participants to and from a third country for training should be planned in
the safest, most cost-effective way possible. Missions and implementing
contractors should work together to determine the best means of transportation.
Depending on how far away the country of training is, train, plane, bus or rental
vehicle are among the options.

Agency policy requires that the host country or other non-USAID funding sources
pay the cost of round-trip international travel and home-country travel to and from
the point of departure, including incidental costs. However, a standard waiver to
the policy may be included in the Mission’s Training Order.

If a plane is needed certain restrictions apply:
If USAID finances the travel, certain rules apply as outlined below.

All USAID-funded travel must be on U.S. flag carriers unless such
carriers do not operate from a host country, in which case participants
are to be transferred to a U.S. flag carrier at the first practical exchange
point. Because the "Fly America" regulation is not a USAID regulation
but rather a US legislative requirement, USAID may not be waive it.
Failure to use U.S. carriers for paid transportation may result in the
contractor having to pay for the air travel. If the U.S. government is not
paying for the air travel, there are no prohibitions regarding air carriers.
All participants are limited to economy-class travel.

Per diem for a foreign layover may not exceed the Standard
Government Travel Regulations. The cost of the layover should be
included in the initial budget prepared by the programming agent.

If travel costs are shared, the U.S. financed portion of an international
trip must be arranged in accordance with USAID rules governing
international travel.

Costs of anticipated and necessary intra-city or local travel are included
in the participant's maintenance allowance.

Activity 3 — Arrange for Lodging

The receiving office may provide a maximum recommended lodging rate based on
knowledge of local circumstances. However, the costs of daily lodging shall not
exceed the lodging rates as established by the State Department’s Maximum
Travel Per Diem Allowances for Foreign Areas (may be found on the State
Department website: www.state.gov). The TIP should clearly indicate each city
and the corresponding lodging rate(s). To assist USAID with its efforts to contain
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costs, every effort should be made to obtain participant lodging at below the State
Department per diem rates for foreign areas.

Unless otherwise noted in the RFTP, participants are to be housed in double-
occupancy accommodations, and it is expected that per participant lodging costs
will be significantly below the maximum allowed rate for foreign areas, which is
based on single occupancy. Training implementation contractors should ensure
that double rooms include two beds.

Activity 4 — Arrange for Interpreters

An interpreter is a requirement for groups or individuals who do not speak the
language that will be used in the training.

Making arrangements for interpreters is not necessarily easy or inexpensive. The
interpreter must be fully capable of either simultaneously or consecutively
repeating word for word the information presented. Ideally, classroom
interpreting should be simultaneous, and the classroom either set up for
interpreting (built-in equipment, interpreter booth, and so forth) or equipment is
brought in. Simultaneous interpreting without equipment can be disconcerting for
the lecturer. Consecutive interpretation can be successful, although it slows the
training pace considerably. Consecutive interpreting is well suited to observation
study tours.

Poor interpretation is often noted as a negative factor in program evaluations.
Hiring the best interpreter is one of the critical elements in a successful training
program. The negative effects of poor interpreting are wide-ranging.

Here are some key considerations to remember when arranging for interpreters:

Interpreting is a skill. Not all people who speak a language can
interpret, especially at conferences and during classroom sessions.
When an interpreter is involved, the outcome of training depends, to a
great deal, on the quality of the interpreter. Background, experience,
and reference checks are important.

Interpreters’ rates for each program must be negotiated to the lowest
possible rate, based on the level of interpretation needed for the
particular program.

Simultaneous interpretation is particularly strenuous. Generally an
interpreter will not agree or be able to work a class or conference alone.
An individual participating in the training activity may not act as an
interpreter for other participants. Participants who know the language
of training are never given collateral interpreter duties while
participants. They are not trained in interpreter skills, and such duties
would detract from their learning experience.

Escorts cost less than interpreters. In addition to basic compensation,
there is supplemental pay for serving as escort officer and for providing
interpreter services to a group of five or more participants. The
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interpreter/escort receives the same travel and per diem as the
participants served.

In evaluating training programs, USAID looks at the quality and background of the
interpreter and escort services provided.

STAGE 5 - Pre-Departure Orientation
Activity 1 — Orientation Arranged by Contractor:

Implementing contractors are required to provide a pre-departure orientation for
participants of third country training events, outlining travel and administrative
details, and foreign culture and practices. Individuals who are not provided some
orientation before leaving their country evidence less satisfaction with their
training. This can be attributed to higher levels of stress in dealing with
unfamiliar situations without preparation. Thus, an orientation is an integral part
of the training program.

The orientation should include the following:

introduction of action plans;

logistical information;

review of the content of the training activity;
review and signing of Objectives Memo;
information regarding local social customs;
information on expenses; and

emergency contact information.

Activity 2 — Action Plans

Action Planning is a key element in motivating participants to think about how the
knowledge and skills acquired through their training will be used in the workplace
when they return to their home country. Developed with input from the training
provider as well as with that of other participants over the course of the training
event, action plans help establish clear goals and anticipated application. A
preliminary action plan should be drawn up before the participants’ departure but
it will evolve during the course of training.

In some instances an action plan is not appropriate. If the TCT event is five days
or less, or is a large conference where the implementing contractor does not have
personal contact with the participant, then an action plan is neither necessary nor
required.

Activity 3 — Objectives Memo
Each participant must sign an objectives memo that outlines what the training
program is intended to achieve. It is important for participants to acknowledge

program goals and objectives. Participants must feel that they are committed to
doing their part in attaining the best results from the training event. Missions
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may use the sample objectives memo provided in this manual (see Appendix 9).
The objectives memo may be used in lieu of the stakeholder agreement.

Activity 4 — Pre-departure and Maintenance Allowances

Participants attending third-country training should be given a cash advance. The
amount is to be determined by the sending Mission and implementing contractor
in consultation with the receiving office. ADS 253 sets forth no guidelines for TCT
maintenance allowances. A maximum rate for per diem should also be
determined by the sending office. However, under no circumstances should per
diem exceed the maximum rates based on U.S. Government Per Diem Allowances
for Foreign Areas (which are found on the U.S. Department of State web site).

It is best practice to provide allowances for third-country training in U.S. dollars.
U.S. currency is easily exchanged in most countries.

Activity 5 — Other Issues That May Arise

Dependents

The E&E Bureau makes no provision for dependents to accompany participants,
particularly as most third-country training programs are short-term and technical
in nature and the participant must remain highly focused on the program.

Missions are authorized and urged to establish policies on dependent travel. Each
Mission should establish a policy governing the travel of dependents eligible to
accompany or join the participant to third-country training sites. To approve or
disapprove the travel of a dependent, the Mission officer uses the Dependent
Certification form (see Appendix 11). The form is not sent to G/HCD but can
remain in the Mission field office.

USAID has no obligation to pay for a participant’s accompanying family members.
Support of dependents is the sole responsibility of the participant.

Program Termination
Early termination may occur as a result of the following:

failure in the academic or technical program;

failure to carry a full course load or laboratory schedule as prescribed
by the academic or training institution;

failure to pursue the practical training component of the program,;
health problems that materially interfere with the training program;
conduct contrary to the laws of the country of training;

bringing dependents to the country of training without prior approval,
employment in the country of training without prior USAID approval;
and

failure to comply with other requirements specified in ADS 253 and this
manual.
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The implementing contractor must immediately notify the CTO and Mission
should an incident occur that may cause the early termination of the participant’s
involvement in the program.

When the program of a USAID-sponsored participant is threatened to be
terminated due to his/her poor performance in the program, misconduct or
unlawful conduct, the contractor is to inform the CTO and the USAID Mission of
the problem(s) involving the participant. Together, these entities will determine
the program termination. The implementing contractor will be responsible for
making the arrangements for the return of the participant and will keep the
Mission informed of arrival. In cases of early program termination involving
sensitive personal information that could negatively affect the participant's future,
the use of official Department of State/USAID communications facilities and the
classification "Sensitive but Unclassified" should be considered.

Participant Legal Issues
In case of arrest, the implementing contractor must notify G/HCD and E&E/EEST
immediately and in writing, regardless of the circumstances.

Any legal fees incurred by or on behalf of individual participant trainees in
connection with their legal status or behavior while in the status of USAID-
sponsored trainee are not allowable costs for USAID payment or reimbursement,
unless USAID initiated a request for such legal counsel.

STAGE 6 - Monitoring Participants and Reporting

Activity 1 — Contractor Conducts Monitoring:

Monitoring of E&E third-country training participants is usually performed by the
implementing contractor’s and/or receiving office. Monitoring requirements are
written into the Bureau’s scope of work for the contractor.

By maintaining regular contact with participants in training, the
contractor/receiving office can ensure that trainees are progressing in their
learning experience. The contractor can also readily identify problems and resolve
them rapidly. Regular contact with the participants also contributes to
participant’s sense of security.

At a minimum, monitoring should ensure that:

the participant has arrived and settled into appropriate living quarters;
the training program meets the requirements outlined in the Training
Implementation Plan;

the participant is regularly attending scheduled activities and/or
sessions of a technical program,;

the participant is progressing adequately in the course of study;

no serious personal/health problems develop that will prevent
successful completion of the program; and
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departure arrangements are made upon completion or termination of
the program, and the appropriate USAID mission is informed of the
arrangements.

For technical programs, the receiving office generally stays in regular contact with
the training provider and can be alerted through that channel if problems arise.
In addition, a personal call to the participants in a technical program is highly
recommended and is usually part of the monitoring procedure. A site visit to a
technical program may be conducted when appropriate. The receiving office will
evaluate the training provider and the provider’s management of the training
event. In addition, the receiving office will interview participants and meet with
the providers. When working with groups that do not speak English, program
managers may ask the group to designate a spokesperson who may be contacted
for reports on behalf of all participants.

For multi-Mission training events, the contractor located in the country of training
is responsible for monitoring the program. If no contractor is located in the
country of training the contractor (if both contractors, AED and World Learning,
are involved) with the larger number of participants is responsible for monitoring
the program.

Activity 2 — Administer Exit Questionnaires

At the end of every third-country training program, AED and World Learning as
implementing contractors administer an exit questionnaire to each trainee. AED
and World Learning developed an exit questionnaire (Appendix 13) to provide
Missions with feedback on the quality of the training program and the likely
application of the knowledge, skills, and attitudes gained by the participants
during the training. For third-country training, the exit questionnaire may be
administered by the receiving office or by the sending office upon return of the
participants.

The exit questionnaires are critical for the contractors’ self-evaluation of their
implementation and management of the participant training program.
Questionnaires also provide key data on the extent to which the participants feel
that the expectations of the program were met.

For multi-Mission training events, the implementing contractor located in the
country of training is responsible for ensuring exit questionnaires are completed
by participants and forwarded, as appropriate, to the other field offices
participating in the event. If no contractor is located in the country of training the
contractor (if both contractors, AED and World Learning, are involved) with the
larger number of participants is responsible for the completion of exit
questionnaires.
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Activity 3 — Enter Data in TraiNet

E&E Missions are required to report all third-country training events via the
Agency-mandated database called TraiNet. Use of TraiNet is an Agency-wide
requirement specified under ADS 253. TraiNet data, including the E&E core
questionnaire, must be sent quarterly to G/HCD and the E&E Bureau.

The Office of Management and Budget (OMB) approved the use of TraiNet in

accordance with the Paperwork Reduction Act. The OMB number for TraiNet is
0412-0554; expiration date is 05/31/2001.
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Preparation and Documentation for
In-Country Training

All training funded by USAID through its worldwide missions is managed by
Agency Directive ADS 253. This chapter follows closely, and in many cases states
directly, the contents of ADS 253. ADS 253 takes precedence over the contents of
the manual. The Bureau, Missions, and implementing contractors are responsible
for adhering to ADS 253.

Chapter five outlines and specifies the required preparation and documentation
necessary for USAID-sponsored in-country training. The reader will notice some
repetition of policies previously discussed in chapters 3 and 4. However,
implementing in-country training carries with it some unique responsibilities and
therefore certain regulations must be followed. ICT may require an increase in the
level of effort for the local based contractor staff as ICT events may have large
numbers of participants. Although many logistical arrangements such as visas
and medical exams are not required for ICT, the ICT training provider may need
additional assistance due to being in an unfamiliar environment, or being
inexperienced in managing an event. While the chapter lays out the minimal
procedural requirements for conducting participant training, individual Missions
may specify additional procedural requirements as deemed necessary. Any
additional requirements should be reviewed by the E&E training office to ensure
that they comply with Agency directives and the implementing contractors’
delivery orders.

This chapter includes not only Agency-wide requirements, but also requirements
based on the two implementing contractors’ delivery orders as developed by the
E&E Bureau to address issues particular to Europe and Eurasia. The procedures
must be followed to ensure execution of a quality training event in the most
efficient, results-oriented, cost-effective manner possible. The flow chart on the
next page illustrates the key required steps and activities for implementing in-
country training.

While this chapter has been written specifically for the E&E participant training

program, the guidance contained within is strongly recommended for all training
in the region, including technical assistance training.
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STAGE 1 - The Training Request
Activity 1 — Determine that In-Country Activity Is Training

The question, “What is in-country training (ICT)?” is being asked increasingly as
requests to fund in-country participant training activities have increased across
the E&E region. Before a training request for ICT is approved, the E&E Missions
along with the implementing contractor must ascertain that the activity meets the
required general guidelines for ICT.

In-country training is training that is conducted in the trainees’ home country.
The same criteria used for determining whether or not something is external
training (UST or TCT) apply to in-country training. What constitutes in-country
training is more complicated because the trainees do not leave their home country
and often do not leave their worksite. It is also sometimes difficult for in-country
participants to separate themselves from technical assistance activities in which
they are involved. External training takes place as a separate and distinguishable
event, yet in-country training is nearly indistinguishable from what we typically
think of as technical assistance. ICT, in fact, serves as a kind of technical
assistance with the purpose of increasing human resource capacity.

In considering what is appropriately funded as in-country training, the E&E Bureau
has established the following required general guidelines:

in-country training must involve an exchange of information from the
trainer to the trainees. It must have specific objectives and a design. The
trainers know something that the trainees do not and the purpose of the activity
(the training event) is to transfer that knowledge in a structured way;

the direct and immediate beneficiaries of the activity must be the trainees;
the objective must be that trainees are able to do something after the
training that they weren’t capable of doing before because they have
additional information (as opposed to having additional resources such as
equipment).

The following are some examples of in-country activities that are not in-country
participant training:

needs assessment to determine what training will be needed within an
organization or institution;

translation or procurement of training manuals or guides;

hiring a consultant to work with employees at a worksite to overcome
constraints they are having;

fielding a faculty member from a U.S. university to work side-by-side host
country faculty in an in-country institution on curriculum, materials
development, and supervision of teaching and teaching courses; and
bringing staff from an organization that has provided U.S. training to work
with the trainees at their worksite.
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Missions and implementing contractors must keep these criteria in mind when
planning in-country training events in order to avoid conflict with the terms of the
delivery orders for AED and World Learning. The above examples are not
appropriate in-country events, nor do they serve the purpose of the E&E
participant training program.

Activity 2 — Draft the Training Request

As part of the integrated services packages of the E&E training program, the
implementing contractor may develop and draft all training requests on behalf of
the cognizant Mission, in accordance with Mission input and with Mission support.
On the other hand, certain Missions may prefer to provide the implementing
contractor with completed training requests. In either case, the Academy for
Educational Development (AED) and World Learning (WL), as the two
implementing contractors, are required to enter all training requests through the
Training Events Online Library (TEOL), which is available on the USAID/E&E
Training Website (www.enitraining.net).

The Training Event Request Form on the TEOL database (called TERF) guides the
drafter through the necessary elements that make up a sound and well-developed
training request. Necessary elements include tying the event into a Mission SO
framework by presenting the intended results and objectives of the training, the
skills to be acquired, and any follow-on activity. Estimated costs for the event are
also to be included in the TERF. Other information fields include participant
selection criteria, venue, English testing, and suggested training provider. A copy
of the TERF template can be found as Appendix 4.

For multi-mission training events, the Mission technical officers and the training
implementation contractor field offices will produce the TERF. Final design of the
training request should be coordinated equally by all Missions and contractors
who will be involved in the training event regardless of which country originated
the training event concept or is piggybacking onto it. While all Missions will
collaborate on the content of the TERF and the final design of the event, each
Mission involved must create their own TERF indicating the number of
participants who will attend the event from their country. The Bureau’s training
office must be notified of any multi-mission training events being planned.

Appropriate lead time must be considered when requesting a training event.
When a training request for in-country training (ICT) is ready to move forward, the
minimum preferred lead time for AED or WL to implement the in-country event is
8 to 12 weeks. The 8 to 12-week lead time should be adhered to regardless of
the type of training, be it a tailored program, conference or seminar; the number
of participants; or the type of procurement. Appropriate lead time allows
participants to develop the skills needed to participate fully in the training and
allows the Mission and implementing contractor to review the implementation
plan with care to ensure full preparation of the participants.
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Cost Consideration. Appropriate lead time allows for “comparison shopping” and
cost negotiations. If it is necessary to select participants quickly, the effective
cost of the program may be higher as “dropouts” may not be adequately replaced.
For example, if a program is scheduled for 15 people and only 10 attend, the unit
cost increases markedly as the provider has certain fixed costs which will not be
affected by a smaller group size. If participants are scheduled to depart within a
week or two after the identification of a provider, the ability of the placement
agent to successfully negotiate cost reductions is minimized since there is no
leverage.

In the design of a training program, a cost-sharing formula should be followed
whenever possible depending on case-specific capabilities. ADS 253 states that
25 percent financial or in-kind contribution by other contributors is a general
target. The cost-sharing arrangement should be captured in TEOL and TraiNet.

In an effort to streamline cost approval documentation for its programs, the E&E
Bureau has determined the following as the minimum appropriate documentation
of Mission approval of training costs: the TERF (training request), the
recommendation memo (see below), and the TIP (see below). Approval of all
costs, including any necessary waivers, should be included in one or all of the
above documents. No extra approval memo would therefore be necessary.
Individual Missions may, however, require additional documentation.

Activity 3 — Mission Approval

All training requests must be approved by the Mission. Approval usually occurs
when the Mission signs a hard copy of the training request. As they become part
of the Training Plan, training requests are often reviewed and signed by several
managers in the Mission such as the SO Team leader, Program Officer, and/or
Mission Director. When the highest-level approval is received, the training request
is approved.

STAGE 2 - Participant Selection and Processing

Activity 1 — Selection Criteria Determined

The selection of participants is critical to achieving a successful outcome. Good
selection results in a program with highly motivated participants who perform well
and complete the training on time, benefit from the training, return to their home
country, and are likely to apply the training in furtherance of program objectives.
An adequate investment of time and effort in selection goes a long way to ensuring
both cost containment and program impact.

Agency and Bureau guidelines have been developed to assist a selection
committee in establishing selection criteria. These guidelines include the
following:

Participants should not be chosen based on any interests that go
beyond the training program and the achievement of strategic
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objectives. Patronage should be avoided and selection criteria must be
transparent.

Selection committees may regard in-country training as a selection
screening mechanism to help identify “rising stars” who may then be
selected for U.S. training.

Alternate candidates for training should always be identified in case of
unanticipated drop-outs. If drop-outs are not replaced by qualified
candidates there may be cost implications for the Mission.

Candidates must be citizens and residents of the host country. Persons
holding citizenship or residency in other countries are not eligible
except with a waiver approved by the Mission Director. U.S. citizens
and U.S. permanent residents (e.g. green card holders) are not eligible
for USAID-sponsored training unless the need for such training is
critical to achieving the Strategic Objective. The Mission must approve
this exception on an individual basis.

USAID grantee and cooperative agreement recipient staff may be
eligible to attend E&E participant training events as participants. These
participants may continue to receive salaries during training as long as
the grant or cooperative agreement authorizes it or unless otherwise
authorized by the Mission or Regional Contracting/Grant Officer.

It is E&E Bureau policy that USAID contractor staff are not eligible to
attend training events as participants.

About Event Observers: USAID contractor staff may attend training events
as observers if they fund their own attendance and do NOT use the
implementing contractors for any logistical assistance. The E&E Bureau
stresses the importance of including any observer(s) in the pre-departure
orientation discussion so that their role(s) is clearly defined to the entire
group. This approach will ensure that the observer(s) understand how the
program is organized and lessen the chance that the said observer(s)
might disrupt the program by attempting to change the schedule and/or
aspects of the program.

Page 82

Candidates should have a clear understanding of the objectives of
USAID-sponsored training and evidence a strong personal commitment
to participate fully in the training event. Candidates should understand
clearly that they are obligated to return home after the training and
should be fully aware of their responsibilities as participants.
Participants should possess sufficient academic or other
skills/experience to meet prerequisites that enable them to complete
the program successfully.

Participants should have completed their military requirements or be
exempt from conscription.

E&E Missions should endeavor to maintain a gender balance when
selecting ICT participants.

Missions should attempt to include for training qualified persons with
disabilities and disabled members of disability-oriented organizations.
The additional cost that may be incurred for a disabled participant is
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not a sufficient justification for precluding the participation of a
qualified disabled participant. (Processing for disabled participants is
the same as for other participants except that additional equipment or
special accommodations may be needed. Missions must ensure that
each disabled participant carries sufficient insurance to cover the
disability. A disability is defined as a physical or cognitive impairment
that affects a major life function.)

Cost Consideration. If groups are to be programmed, group size can have a
substantial impact on cost. Other costs affected by group size are transportation
and interpretation (if required). If groups are of an odd number or if there is an
odd number of men to women, this will result in increased cost as single hotel
accommodations (if needed) will be required.

Activity 2 — Training Application Form

The implementing contractors issue invitations to potential participants based on
decisions from the Mission selection committee. Such participants are then
required to complete a training application form and submit it to the
implementing contractor. The form outlines the participant's biographical
information, work experience, and the expectations for the training event. All
training application forms must contain the following language near the
applicant's signature line: Release of Participant Applicant Information: |
understand that my name and contact information may be released by USAID to
outside parties who re interested in the training that | may receive under USAID
sponsorship. If contacted, | also understand that | am not required to cooperate
with or provide information to such parties. The implementing contractor
assembles the participant nomination list and submits it for required Mission
approval. The Mission is solely responsible for selecting and approving
participants.

Activity 3 — Medical Examination and Insurance

A medical examination is not required for in-country training. In-country training
participants are not covered by HAC.

Activity 4 — Language Proficiency

If an interpreter is not to be used and a sending Mission has doubts about a given
participant’s ability in the language in which the training is to be conducted, a
language assessment should be arranged. If the training program is to be
conducted in English without an interpreter, a CEPA exam should be arranged.

STAGE 3 - Training Provider Selection

Training Provider services under the E&E Training Program (GTD/TRANSIT) will
be procured through limited competition. Within the parameters of limited
competition, and following procedures developed by the implementing contractor
and approved by the Office of Procurement, training services may be procured in
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three ways: competitive procurement, non-competitive procurement and sole
source procurement.

Activity 1 — Determine Mode of Procurement

The implementing contractor will determine the type of procurement to be used
for obtaining training provider services for each training event using the guidelines
detailed in this section of the manual.

The implementing contractor will generally be required to competitively solicit for
training services to carry out tailored in-country training events. However, there
will be specific instances where competitive solicitation will not be required and
events may be awarded to training providers non-competitively. The criteria for
non-competitive procurement are as follows:

The training activity is advertised with a published cost per participants
and specified dates of delivery. This is the standard off-the-shelf
program (currently for AED only).

The training activity requested by the field Mission is largely identical to
a training activity competitively awarded in the past. Further, the
evaluation of the program was better than average. The cost of the
program should therefore decline because the development costs were
captured in the original award (currently for AED only).

The training activity is based on participant involvement in technical
assistance programs. Given an established relationship between
participants and the provider of technical assistance, the training will
further that relationship. To move to a different provider would weaken
the training (for both AED and WL).

The training provider will charge no tuition for the classroom
components of the training activity; out-of-pocket costs will be charged
with no fee or overhead (for both AED and WL).

In any other instances, where it has been determined by the Mission that the
training provider services for an event will not be competitively procured, and the
circumstances of the award do not meet the criteria specified above for non-
competitive procurement, the Mission must request sole source procurement. A
sole source procurement request with justification is most appropriately
documented in the Training Request/TERF.

Activity 2 — Request for Training Proposal

Competitive Procurement

The contractor identifies potential training providers for each training activity
through research and by sending a Request for Training Proposal. If possible, the
contractor should contact at least five training providers and send each a Request
for Training Proposal (RFTP). Interaction with the potential training providers
must be conducted in accordance with the procedures developed specifically for
the informal, limited competition of the E&E Training Program and approved by
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USAID’s Office of Procurement. Documentation of the interaction should be
retained in the contractor’s program files.

Competitive bids for multiple training events is a difficult mechanism to use as the
risk is considerable for both parties to the bid. If, for example, there is a need for
five identical programs, it would be safe to assume that the provider could grant
significant cost concessions. Unfortunately, until the first program is offered,
there may be no way to know whether the training is satisfactory. The provider
will have based the bid on five programs and the cancellation of the balance of the
programs would cause the provider to suffer a loss even on the initial program.
The ideal approach would be to obtain a bid for one program as well as for five
programs with accompanying language that allows the provider to exercise an
option for the other programs at a reduced cost.

For multi-mission events that are to be competitively procured, all contracting
offices involved will work on the text of the Request for Training Proposal and will
identify potential training providers to receive it. If both contractors, AED and
World Learning, are involved, the contractor that has an office in the country in
which the training is proposed to take place will be responsible for sending out the
request for proposal. This contractor will also carry out all administrative
responsibilities for running the competition. If both contractors are involved, they
must both participate in the proposal review and recommendation. Both
contractors must sign the recommendation memo that goes to the Mission.

The implementing contractor must take into account several factors when
reviewing proposals. Among them are cost containment, expertise of trainers, and
that the topic and methodologies of the program are designed to meet the needs
of the participants.

Specific information on what the implementing contractors look for in a training
provider may be found on the E&E Website, www.enitraining.net.

Non-Competitive and Sole Sourced Procurement

The E&E Bureau requires that the implementing contractor obtain training
proposals from all training providers regardless of whether the procurement for
the event is competitive, non-competitive or sole-source. The implementing
contractor is responsible for ensuring the quality of all training implemented
through the E&E training program and therefore must be in a position to negotiate
with and provide technical training guidance to the training provider through the
proposal review process.

Activity 3 — Documentation of Procurement

Competitive Procurement

Once potential providers submit a bid for competitive procurement, the material
sections of each proposal are carefully reviewed. The implementing contractor
recommends the most cost-effective, quality training program to the USAID
Mission through a recommendation memo. The recommendation memo and
proposals should also include a budget for the training event. The
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recommendation memo may also serve to secure Mission approval of costs
exceeding budget in training request.

All proposals (not just the recommended one) are shared with the USAID project
officer/SO Team. It is not necessary that the least expensive bid be chosen, but
the best quality program should be selected as long as the costs for that program
are not substantially higher than the competition.

The USAID Mission makes the ultimate determination regarding who will present
the training program. The Mission may not necessarily choose the implementing
contractor’s recommended provider. However, the USAID Mission is required to
sign the recommendation memo indicating either approval of the recommended
provider or selection of another proposed training provider. AED and WL request
explanation from the Mission should their recommended provider not be chosen.

Non-Competitive Procurement

The implementing contractor will provide the Mission with documentation which
supports non-competitive procurement in either of the following cases: 1) the
Mission has mandated a training provider without competition and the
circumstances meet the criteria for non-competitive procurement; or 2) the
implementing contractor has identified, through research, a potential provider
where the circumstances meet the criteria for non-competitive procurement. This
documentation must be prepared prior to engaging in negotiations for a non-
competitive award. Such documentation should be included in the TERF (Section
C.7 and Section H, under comments) and must be approved by the Mission.

Sole Source Procurement

In those instances where the Mission has requested sole source procurement with
a specific training provider, the implementing contractor will prepare, using
justification from the Mission, appropriate documentation for the sole source
procurement. Such documentation should be included in the TERF (Section C.7
and Section H, under comments). If Mission approval has not been obtained
through the TERF, a separate sole source memo is required. The Mission is
required to sign documentation justifying sole source procurement and to provide
written approval for it.

NOTE: For multi-Mission training events, once a training provider has been
selected, an agreement will be executed between the training provider and the
contractor who leads the procurement process (if two contractors are involved).
In this case, the lead contractor will be reimbursed by the other contractor for its
share of participant cost. Each contractor will pay its share of the participant
costs in proportion to the number of participants. Administrative costs will not be
apportioned.
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STAGE 4 - Training Implementation Plan (TIP)
Activity 1 — Prepare and Submit TIP

The Training Implementation Plan is a document prepared by the implementing
contractor that holds in one place all the critical information of the training event,
including the training itinerary and budget. The TIP is executed after the
implementing contractor is notified of USAID’s selection of the training provider.
Both implementing contractors must prepare a TIP for all in-country training
events.

Required elements of a TIP include the following:

name of program,;

names of participants;

name of training provider;

training subject;

training dates;

program objectives;

itinerary including day-to-day description of course and training
methodologies;

daily travel and lodging arrangements if necessary; and

TIP budget detail.

The TIP must be signed by the Mission. Should any training costs exceed what is
indicated on the TIP, the contractor must secure approval as required by the
Mission. For multi-Mission events a TIP must be executed for each participating
Mission.

Once the TIP is signed, a copy without budget information is given to each
participant. Appendix 8 provides a sample TIP.

Documentation of Mission Approval of Costs: The budget section of the TIP
should be in the Bureau approved TIP budget detail format. Please see sample in
Appendix 8. This format should be used unless the Mission specifies another
format.

Activity 2 — Arrange for Travel

If transportation to the event must be arranged, the implementing contractor
should work with the Mission to establish the best means. Some Missions
reimburse participants up to a level not exceeding the cost of public
transportation. Trains and buses are reliable means for participants who must
travel to another city for in-country training. Each field office should have an
established, recommended maximum rate for transportation from regions to the
capital cities.
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Travel arrangements should be made fairly early in the process to ensure that all
requirements for travel can be met and to ensure that participants will arrive in
time to enroll in their program.

Activity 3 — Arrange for Lodging

If participants are traveling to another city for an in-country event, they may
require lodging in a hotel. The field offices, based on their knowledge of the
region, should determine a recommended maximum USAID rate for lodging the
cities where most of their in-country training takes place. However, the costs of
daily lodging shall not exceed the lodging rates established by the State
Department as Maximum Travel Per Diem Allowance Rates for Foreign Areas
(found on the State Department web site www.state.gov.)

The TIP should clearly indicate each city and the corresponding lodging rate(s).
Unless otherwise noted in the RFTP, participants are to be housed in double-
occupancy accommodations, and it is expected that per participant lodging costs
will be significantly below the maximum U.S. Government rate, which is based on
single occupancy. Contractors should ensure that double rooms include two
beds.

Activity 4 — Arrange for Interpreters

An interpreter is a requirement for participants in an in-country training event who
do not speak the language to be used in the training.

Making arrangements for interpreters is neither easy nor inexpensive. The
interpreter must be fully capable of either simultaneously or consecutively
repeating word for word the information presented. Ideally, classroom
interpreting should be simultaneous, and the classroom either set up for
interpreting (built-in equipment, interpreter booth, and so forth) or equipment is
brought in. Simultaneous interpreting without equipment can be disconcerting for
the lecturer. Consecutive interpretation can be successful, although it does slows
the training pace considerably.

Poor interpretation is often noted as a negative factor in program evaluations.
Hiring the best interpreter is one of the critical elements in a successful training
program. The negative effects of poor interpreting are wide-ranging.

Here are some key considerations to remember when arranging for interpreters:

Interpreting is a skill. Not all people who speak a language can
interpret, especially at conferences and during classroom sessions.

The outcome of training that involves an interpreter depends, to a great
deal, on the quality of the interpreter. Background, experience, and
reference checks are important.

Interpreters’ rates for each program must be negotiated to the lowest
possible rate based on the level of interpretation needed for the
particular program. Implementing contractors and the Mission in each
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country should determine a recommended maximum rate for
interpreting.

Simultaneous interpretation is particularly strenuous. Generally, an
interpreter will not agree or be able to work a class or conference alone.
An individual participating in the training activity may not act as an
interpreter for other participants. Participants who know English are
never assigned collateral interpreter duties while participants. They are
not trained in interpreter skills, and such duties would detract from
their learning experience.

In evaluating training programs, USAID will look at the quality and background of
the escort and interpreter services provided.

STAGE 5 - Pre-Program Preparation
Activity 1 — Action Plans

Action planning is a key element in motivating participants to think about how the
knowledge and skills acquired through their training will be used in the workplace.
Developed with the input of the training provider as well as with that of the other
participants over the course of the training event, action plans help establish clear
goals and anticipated application. A preliminary action plan may be drawn up
before participants’ arrival at the training site but will evolve during the course of
training.

In some instances an action plan is not appropriate. If the ICT training event is
five days or less or is a conference involving a large number of participants where
the implementing contractor does not have personal contact, then an action plan
is not necessary or required.

Activity 3 — Objectives Memo

Each participant must sign an Objectives Memo that outlines what the training
program is intended to achieve. It is important for the participants to
acknowledge program goals and objectives. Participants must feel that they are
committed to doing their part in attaining the best results from the training event.
Missions may use the sample Objectives Memo provided in this manual (see
Appendix 9). The Objectives Memo may be used in lieu of the Stakeholder
agreement.

In some instances an Objectives Memo is not appropriate for in-country training.
As with the action plan, if the ICT event is five days or less or is a conference
involving a large number of participants where the implementing contractor does
not have personal contact, then an objectives memo is not necessary or required.
Activity 4 — Allowances

Meals and incidental expenses should be provided to trainees for the duration of
the in-country training program. The implementing contractors and Missions
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should determine an appropriate recommended maximum rate based on local
circumstances. M&IE must never exceed the prescribed State Department
Maximum Per Diem allowances for foreign areas.

In-country participants are not eligible for standard educational allowances or
costs (as outlined for U.S. training). However, Missions may determine the
appropriate allowances needed for achieving a successful training outcome.

Activity 7 — Other Issues That May Arise

Dependents

The E&E Bureau makes no provision for dependents to accompany participants,
particularly as most in-country programs are short term and technical in nature
and do not require traveling a great distance, if at all. The participant must
remain highly focused without distraction.

Missions are authorized and urged to establish policies on dependent travel. Each
Mission shall establish a policy governing the travel of dependents. To approve or
disapprove the travel of a dependent, the Mission officer uses the Dependent
Certification form (see Appendix 11). The form is not sent to G/HCD but can
remain in the Mission field office.

USAID has no obligation to pay for participants’ accompanying family members.
Support of dependents is the sole responsibility of the participant.

Program Termination
Early termination may occur as a result of the following:

failure to pursue the practical training component of the program,;
health problems which materially interfere with the training program;
conduct contrary to the laws of the country of training;

failure to abide by the commitments and requirements specified in ADS
253 and this manual.

The implementing contractor must immediately notify the CTO and Mission
should an incident occur that may cause the early termination of the participant’s
involvement in the program.

When the program of a USAID-sponsored participant is threatened to be
terminated due to his/her poor performance in the program, misconduct or
unlawful conduct, the contractor is to inform the CTO and the USAID Mission of
the problem(s) involving the participant. Together, these entities will determine
the program termination. In cases of early program termination involving
sensitive personal information that could negatively affect the participant's future,
the use of official Department of State/USAID communications facilities and the
classification "Sensitive but Unclassified" should be considered.
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STAGE 6 - Monitoring Participants and Reporting

Activity 1 — Contractor Conducts Monitoring

Monitoring of E&E training participants is specified by the Bureau’s scope of work
for the implementing contractors.

By maintaining contact with participants in training, the implementing contractor
can ensure that trainees are progressing in their learning experience. The
contractor can also readily identify problems and resolve them rapidly.

At a minimum, monitoring should ensure that:

the participant has arrived in a timely manner to the training site;

the training program meets the requirements outlined in the Training
Implementation Plan;

the participant is regularly attending scheduled activities and/or
sessions of the program;

the participant is progressing adequately in the course of study; and

no serious personal/health problems develop that will impair successful
completion of the program.

For ICT technical programs, the implementing contractors’ field offices generally
stay in regular contact with the training provider and can be alerted through that
channel if problems arise. In addition, a personal call to the participant is highly
recommended and is usually part of the monitoring procedure.

A monitoring site visit to an in-country training event may be conducted when
appropriate. AED and WL can then evaluate the training provider and the
provider’s management of the training event. AED and WL will interview
participants and meet with the providers.

For multi-Mission training events, the contractor located in the country of training
is responsible for monitoring the program.

Activity 2 — Administer Exit Questionnaires

At the end of every in-country training event, AED administers an exit
questionnaire. The exit questionnaire (Appendix 13) was developed to provide
Missions with feedback on the quality of the training program and likely
application of the knowledge, skills, and attitudes participants gained during their
training.

The exit questionnaires are critical for the contractor’s self-evaluation of the
implementation and management of the participant training program. The
questionnaires also provide key data on the extent to which the participants feel
the expectations of the program were met. For some particularly short-term ICT
events of 3 days or less, the exit questionnaire would not be required.
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For multi-Mission training events, the implementing contractor located in the
country of training is responsible for ensuring exit questionnaires are completed
by participants and forwarded, as appropriate, to the other field offices
participating in the event.

Activity 3 — Enter Data into TraiNet

All E&E Missions are required to report via TraiNet all in-country training events
scheduled for three consecutive days or 15 intermittent hours. Although in-
country training events under the three-day or 15-hour cut-off are not required for
TraiNet reporting, the Bureau strongly advises that E&E Missions report all in-
country training, particularly as in-country training events are increasing in the
region and may demonstrate a critical development tool for the Missions. Use of
TraiNet is an Agency-wide requirement specified under ADS 253. TraiNet data,
including the E&E core questionnaire, must be sent to quarterly to G/HCD and the
E&E Bureau training office.

The Office of Management and Budget (OMB) approved TraiNet in accordance
with the Paperwork Reduction Act. The OMB number for TraiNet is 0412-0554;
and the expiration date is 05/31/2001.
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All training-related grants funded by E&E Missions under the E&E Training
Program (GTD/TRANSIT) are executed with specific HCA approval in accordance
with ADS 302.5.6, and in accordance with established E&E Bureau policy and
procedures for administering small grants. Currently, training related small
grants are available only to CEE Missions through the implementing contractor,
World Learning. Such grants are NOT available to NIS Missions.

The small grants program is designed as follow-on support to participants who
have returned to their place of employment after receiving USAID E&E training.
Specifically, the grants will support the application of newly acquired knowledge,
skills and attitudes within the participant’s organization; support continuing
education; facilitate reintegration back into the working organization; enable
professional networking; and disseminate newly acquired information to
colleagues. The small grants program objective is to buttress and facilitate the
goals and action plans that participants outlined before and during their training
program.

Some examples of possible uses of small grants include developing manuals,
organizing conferences/training sessions for peers, attending conferences,
software or internet access, or professional consulting services.

In response to Mission requests, the implementing contractor will execute the
small grants program on behalf of USAID in accordance with the procedures in
this chapter. The chapter outlines the minimal procedural requirements for
administering training-related small grants. Individual Missions may specify
additional procedural requirements as deemed necessary. Any additional
requirements should be reviewed by the E&E training office (E&E/EEST) to ensure
that such requirements comply with Agency directives, Bureau policies and the
implementing contractor’s delivery order.
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IMPLEMENTING TRAINING-RELATED SMALL GRANTS

RFEFOUIRED STEFPS AND ACTIVITIES

Stage 1 Stage 2
—»
Preparatory Stage Grant Cycle

— Small grant request drafted — Review grant
by implementing contractor applications and execute
and/or Mission. grant.

— Small  grant  request — Monitor and evaluate
requires Mission grant usage and activity.
approval.

— Propose grant review
process and promote
program.

— Determine applicant
eligibility.

T Time frame reviewed and approved by Mission T
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Stage 1 - Preparatory Stage
Activity 1 — Draft Small Grant Request

As part of the integrated services packages of the E&E training program, the
implementing contractor may develop and draft small grant requests on behalf of
the cognizant CEE Mission, in accordance with Mission input and with Mission
support. Grants to be supported with FY 2001 funds, and/or future FY funding,
must be included in the Mission’s training plan and be in support of a specific
Mission SO/IR and training activity or set of activities. The training plan should
clearly set forth the relationship between a proposed training activity and/or set of
activities and the award of future training-related grants.

In the instance where a Mission wants to fund grants that are associated with
USAID training that occurred prior to FY 2001 (i.e., between June 1, 1997 and
September 30, 2000) Missions must at a minimum note the SO area that is being
supported and include reference to the associated grants under that respective SO
in their Mission training plan.

A grant request will include much of the same information as required in a
training request. Key elements include how the small grants will support the
achievement of the SO that is targeted in the training plan and the participants’
action plans, a budget of costs, and recipients to be targeted.

Activity 2 — Mission Approval

All grant requests must be approved by the Mission. As they become part of the
Training Plan, grant requests are often reviewed and signed by several managers
in the Mission such as the SO Team leader, Program Officer, and/or Mission
Director. Grant requests may be prepared and approved on TEOL.

Activity 3 — Propose Grant Review Process and Promote Program

When a grant request is ready to move forward, a time frame for soliciting
applications and reviewing the grants will be proposed by the implementing
contractor and reviewed and approved by the USAID Mission. The implementing
contractor will recommend the number and composition of reviewers of the
applications and create a proposal review worksheet.

The implementing contractor will promote the small grants program by issuing
program invitations and application kits to potential recipients. Review and
approval from USAID for program promotion is required.

Activity 4 — Applicant Eligibility

Certain minimum criteria must be met when determining the eligibility of a grant
recipient. Grants are to be awarded if the following conditions are met:

Manual of Training Policies and Procedures for Europe and Eurasia Page 95



Chapter 6: Training Related Activities

Grants are only for organization or work units, not individuals. However,
USAID may make a provision to award a grant to an individual provided
that the organization or work units authorize the application;

The organization benefited from USAID training which took place not
earlier than June 1997;

The organization’s participants attended programs of at least three
days duration;

The organization has not previously been awarded a training-related
grant; and

The grant must be in support of the same SO as outlined in the training
event request and part of the Mission’s training plan.

Grants should not be used for:

Sending people to training programs similar to TRANSIT;
Funding religious activities;

Activities that exceed 1 year to implement; and

Activities that exceed a reasonable cost.

Stage 2 - Grant Cycle
Activity 1 — Review of Applications

Small grant awards are made based on an application process. Grant
applications may be accepted year-round on a “rolling-admission” basis.

The participant must complete an application that includes the application form
(see Appendix 15), a budget, an updated action plan, a timeline with projected
dates for the entire implementation of the activity, and any additional documents
to describe what the grant will fund.

The implementing contractor will ensure that each application is complete and
will conduct a “responsibility determination” on each application before
forwarding the applications to the review committee. The *“responsibility
determination” includes answering questions such as:

how well does the field office know the individual/organization;

what information is available that shows the individual/organization will
comply with award criteria and be accountable; and

has the organization ever managed funds from another donor?

USAID Mission staff participates with and chairs the review committee. The
USAID Mission makes the final determination on the grant recipients. The
implementing contractor will notify all applicants of the final decision regarding
the success or failure of their application. Execution of the grant agreement will
be completed and the funds will be disbursed by the implementing contractor on
behalf of USAID.
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Activity 2 — Monitoring and Evaluation

If a grant is approved, the implementing contractor will work to ensure proper use
of funds and that the grant awardee adheres to all terms of the grant
application/agreement and reporting requirements.

At the award stage, the implementing contractor will specify monitoring visits and
submission of financial reports as required.

The implementing contractor will receive all financial and narrative grant reports
that will be required of the awardee. Site visits will be conducted by
implementing contractor staff as appropriate. If the implementing contractor
suspects or discovers evidence of impropriety, misuse of funds, or non-
compliance, they will notify USAID immediately and take one or more actions as
specified in OMB A-110, 62(a) which include:

temporarily or permanently withholding cash payments;
disallowing all or part of cost of activity not in compliance;
wholly or partly suspending or terminating the award;
taking other remedies as legally available.

The implementing contractor will prepare a report on grant outcomes to the
USAID Mission and will meet with USAID as needed.
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Academic Training: A program of study in an accredited institution of higher
education which is intended to result in the award of an academic degree (e.g.
Associate of Arts/Sciences, Bachelor of Arts/Sciences).

Academy for Educational Development (AED): AED is the training implementation
contractor for TRANSIT- NIS, and also administers all English language tests for
USAID-funded trainees coming from the NIS whether they fall under TRANSIT or
not. AED also is charged with the responsibility of reviewing all documents
relating to the training process completed by other contractors working in the NIS
prior to their submission to USAID for action. AED provides in-country processing
services to other contractors in the NIS on a "fee for service" basis. AED also
completes required US paperwork for a fee. Contractors and grantees are not
required to use the services of AED if they are equipped to do in-country
processing themselves. This applies to US processing and paperwork as well.
Any arrangements made for these services are done by the individual contractors
or grantees.

Action Plans: Documents that clarify: expectations of the trainees and training
providers; how trainees will use their new skills; how trainees will share expertise
when they return to work; how technical advisors will support trainees in
implementing new skills on the job; and how organizations and work group
managers and supervisors will support trainees’ efforts to apply new knowledge
and skills.

ADS 253: ADS is the acronym for the Agency's policy documents (Automated
Directives System). ADS 253 is the document that covers training policies and
procedures. All Agency ADS documents are available through the Internet on
USAID's website. ADS 253 is available on the E&E training website at
www.enitraining.net.

ALI/GU Test: American Language Institute at Georgetown University English Test
used to determine the ability of a candidate to participate in a program of
academic instruction (long- or short-term program).

Allowances: Allowances are those rates which are to be paid to or on behalf of
participants to cover the cost of lodging, food, transportation, books, typing,
equipment, professional memberships, and other miscellaneous training
expenses. USAID's allowance policy and rates are established by the Human
Capacity Development Center and are set forth in ADS 253.

Best Practices: Highly recommended and endorsed Agency procedures to define
and produce results-based training activities, developed from field experience
across regions and consolidated in guidance material managed by G/HCD.

CEE: Central and Eastern Europe.
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Center for Human Capacity Development (HCD): The US-based USAID office
within the Global Bureau which provides general direction for USAID-sponsored
and financed international training activities.

CEPA Test: Communicative English Proficiency Assessment test to determine a
candidate's ability to participate in a program of technical training.

Classroom Training: Training that takes place in a classroom or school setting.

Conferences: Short meetings (generally one week or less) among technical
specialists or others working in a common field to discuss a particular topic of
shared professional interest. May include component activities with explicit
learning objectives as well as general sharing of work-related information.

Cost Containment: A broad term to describe a range of management actions,
attitudes, and tools exercised by the sponsoring unit and/or its contractor,
grantee or partner to reduce the costs of training. The cost to be contained may
be any direct or indirect trainee or training program cost. Includes cost-sharing
with the training provider, training contractor, host-country institution, or any
other stakeholder.

Cost Control: A synonym for Cost Containment.

Cost Sharing: Cost-sharing describes any instance where USAID or its contractor
identifies and arranges financial or in-kind support to the benefit of a participant
or training program. Typical cost-sharing includes tuition remissions,
assistantships, training-fee discounts, home-stays, in-kind contributions, air fare,
trainee salary, and payment of any direct participant cost by the non-USAID
funding source. Cost-sharing mobilizes additional financial resources for training,
and increases the coverage and effectiveness of USAID’s limited budget resources.

Counseling: Activities involved with assisting participants to identify and resolve
personal or training situations/problems which are adversely affecting
performance.

E&E: Europe and Eurasia region. Also current name of Bureau.

E&E/EEST: Office of Environment, Energy and Social Transition within the E&E
Bureau. EEST currently houses the Bureau’s training office.

ENI: Europe and New Independent States. Former name of E&E region and
Bureau.

English Language Training (ELT): English language training that is provided prior
to, or in conjunction with, the program of study.

Evaluation: The process of determining whether objectives are met in the short-
and long-term. The evaluation may be of the processes used to implement a
program as well the program itself. Ultimately USAID's activities are intended to
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result in positive change which is determined through impact evaluations. In the
case of training, for example, it is possible for both the process and program to
meet stated objectives and result in no impact. This occurs when the training
program fails to be supportive of other technical assistance activities or when
there are insufficient numbers of people trained in a particular area to constitute a
critical mass. USAID conducts process evaluations, program evaluations, and
impact evaluations.

Follow-up/Follow-on and Career Development: Follow-up activities are those
designed to track individuals' progress after training. Follow-on activities build on
the training experience and are designed to encourage and equip participants to
remain professionally involved in their fields. Follow-on activities are normally
conducted in-country. They may include: establishing communication networks for
returned trainees, publication of newsletters, promoting membership in returned
participant organizations, promoting professional memberships/meetings, in-
country professional seminar attendance, related additional training, etc.

FSN: Foreign Service National.

G: References USAID's Global Bureau. G/HCD is an acronym for the Human
Capacity Development Office within the Global Bureau.

GTD: Global Training for Development.

Health and Accident Coverage (HAC): USAID’s health insurance program that
provides coverage for most reasonable, usual, and customary medical costs
incurred by participants. All participants studying in the US are to be covered by
HAC.

Host Country: The country in which the USAID sponsoring unit is operating.
Host Country National: A citizen of a Host Country.

IAP66A Form (Information Agency Program 66A): This US Information Agency
form is completed by a USAID sponsoring unit, or its contractor. It identifies a
participant’s study program and certifies USAID’s financial sponsorship of the
participant. The signed IAP66A form must be presented to the US Consular
Official as part of the participant’s J-1 visa request.

Immigration and Naturalization Service (INS): The United States government
agency that administers laws and rules regarding foreign visitors to the U.S.

In-kind Contribution: The value of non-cash contributions to a training program
provided by a non-Federal third party. Examples include: equipment, supplies,
and expendable property.

Internship/Cooperative Training: Work experience that is designed to enhance
the skills the trainee is acquiring through formal training. Paid work experience
must be directly related to the field of study undertaken by the trainee or it is not
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allowed under the Immigration and Naturalization Service rules. Work related to
training must be approved by the Director of the Center for Human Capacity
Development at USAID in Washington, D.C.

Intermediate Result: A key result that must occur to achieve a strategic
objective. Linkages between intermediate results and strategic objectives are
causal; the IR must support the achievement of the SO. The IR must be
measurable and quantifiably verifiable.

International Science and Technology Institute, Inc.: The lead contractor on the
monitoring and evaluation component of the TRANSIT project.

Invitational Travel: Travel authority for host country nationals or residents to visit
the US in other than a participant category. This may include giving a formal
presentation to a US conference as a technical-professional specialist. Conference
attendees who are not formally invited presenters are by definition trainees.

J-1 Visa: The non-immigrant visa permitted by the Immigration and
Naturalization Service (INS) for USAID-sponsored participants to use when
traveling to the US for training.

Monitoring/Reporting: Regular tracking and updating of the status of a project or
the participant, from time of arrival in the US to the day of departure. Status
refers to academic progress, visa status, adjustment to new culture, living
situation, financial matters, general health of trainee, etc.

MSI: Minority Serving Institution.

New Independent States Exchanges and Training (NET) Project: In the NIS, the
NET Project was the original stand-alone training project, and had two
components: 1) training, and 2) institutional and professional association
partnerships. Training was designed to support the technical assistance activities
taking place in the 12 NIS countries.

NIS: New Independent States.

Non-Returnees: Non-returnees are participants who do not return to their home
countries by the established return for work or departure date.

Non-Returnee Report: Report detailing the circumstances of the failure of a
participant to comply with his or her return for work date. The mission or
contractor must provide a Non-Returnee Report to the Bureau’s training office and
G/HCD as soon as a participant is classified as a non-returnee.

Observation Tours (also Observational Training): Scheduled visits to facilities in
several locations to learn a process, method, or system through observation and
discussion. Observation tours should emphasize the acquisition of development
ideas, attitudes, and values. This training modality is suited to mid to high-level
officials/professionals who can benefit from updating or exposure to new ideas
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and technologies. Teams from a single country or multi-country teams with
homogeneous interest/background can often benefit from this type of training.
The language of the participants should either be English or the same foreign
language to minimize confusion.

On-the-Job Training (OJT): OJT refers to training where the participant actually
works at a particular job or assignment in order to acquire skills. OJT is generally
the same as internship training but may be offered without an academic
component. OJT is an acceptable type of USAID funded training as long as there
are no wages involved. OJT training is often difficult to arrange due to potential
problems with workers compensation and business liability insurance.
Candidates for OJT programs must speak excellent English as business
establishments are generally not equipped to work through interpreters. In
addition, if a business could be identified that would accept a participant or two
with an interpreter, the unit cost of such training would be prohibitive. USAID-
funded OJT programs have been traditionally of very short duration, usually one
month or less.

Package Programs: Programs of training or instruction where the payment made
to the training provider includes the instructional cost, supplies/equipment, and
lodging. Some package programs will also include food. Generally if a program is
advertised to include food and lodging, the trainee will not be allowed to obtain
lodging or food separate from the program. If alternate arrangements must be
made, it is usually not possible to negotiate a price adjustment.

Participant: A term used to refer to any academic or technical student/trainee
funded and sponsored by USAID.

Participant Training: A structured learning activity conducted within the US, a
third country or in-country for a host country national sponsored by USAID.
Participant trainees are interchangeably referred to as “participants.”

Participant Training Project for Europe (PTPE): In Central and Eastern Europe,
the PTPE was the original stand-alone training project which supported the
technical assistance activities taking place in the Region. Unlike the NIS version,
this project also included funding to provide training processing services to other
contractors in the region. PTPE was implemented by Partners for International
Education and Training (PIET), a consortium of institutions that included World
Learning, Inc.

Partner: An organization or customer representative with whom AID works
cooperatively to achieve mutually agreed upon objectives and intermediate results
and to secure customer participation. Partners include private voluntary
organizations, indigenous and other international non-governmental organizations,
universities, other USG agencies, multilateral organizations, professional and
business associations, and private businesses.

Performance Indicator: A particular characteristic or dimension used to measure
intended changes defined by an organizational unit’s results framework. Pls are

Manual of Training Policies and Procedures for Europe and Eurasia Page 103



Glossary

used to observe progress and to measure actual compared with expected results.
Pls answer “how” or “whether” a unit is progressing toward its objective rather
than why/why not progress is being made.

Pre-Departure Orientation: Designed to provide trainees of U.S. and third-country
programs with current and specific information on what is to be accomplished in
their training. Pre-departure orientation may include: social/cultural information;
information regarding basic airport routines for international travel, personal
finance information; what to expect at the training site.

PVO: Private Voluntary Organization.
PSC: Personal Service Contractor.

Recruitment: The process of identifying candidates for a training program.
Recruitment may be done using technical assistance contractor referrals, host
country mass media, training announcements, staff referrals, consultants or any
unbiased means of attracting candidates.

Results Framework: An articulation of the cumulative impact of all training and
related activities supporting a given strategic objective. The cumulative measure
of success is achievement of the strategic objective. Intermediate milestone
indicators of progress toward final results are included. This framework is
established as part of the strategic planning process.

Results Package: Focuses on more immediate impact of activities in a given
sector or institution. They are included in the results framework, clearly
identifying the intended results of the program. In results packages in which
training is the only activity, the contribution of the training to the result is clear
and thus the cause and effect relationship is more easily articulated. Where
training is one of several activities leading to a specific result, more care must be
taken when determining training success or failure as it relates to the results. It
may be that training could only have impact if all other components have
successful outcomes.

Results, Review and Resource Request (R4): A document that reviews the
previous year’s results and requests resources for the coming year.

Return for Work Date: The Return for Work Date is normally the expiration date
on a trainee’s IAP66A, which fixes the end of the training program and departure
from the US, adjusted for travel time home.

Selection: The process of choosing qualified candidates for training.

Short-term Training (Also known as Technical Training): Training, regardless of
location, that is not designed to lead to the awarding of an academic degree.
Short-term training normally lasts between one week and nine months.
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SO Team: The Mission group that is committed to achieving a specific strategic
objective and whose members hold themselves individually and collectively
accountable. The team can include USAID staff only or USAID staff, partners,
stakeholders, and customer representatives.

Stakeholder: Individuals and/or groups who have an interest in USAID training
activities, programs and objectives. Examples are trainees, their supervisors or
work unit managers, training contractors, training providers, and representatives
from USAID sponsoring units.

Strategic Assistance Area (SAA): The E&E Bureau has identified four SAAs that
are important for the transition of E&E countries to market-oriented, democratic
societies. The SAAs provide a common point of reference for E&E Missions and
make explicit the bureau’s strategic priorities as follows:

SAA 1: Economic Restructuring

SAA 2: Democratic Transition

SAA 3: Social Sector Reform

SAA 4: Special Initiatives and Cross-Cutting Programs

Strategic Objectives: A finite set of development achievements established by
USAID Missions. The strategic objective is the expected outcome resulting from a
series of interventions sponsored by the Agency and/or other donor
countries/organizations. The strategic objective can be very broad or quite
narrow depending on the level of resources that can be devoted to its
achievement.

Strategic Plan: A framework that articulates priorities, helps manage for desired
results, and links results to the client or customer.

Sub-Intermediate Results: An outcome that must occur in order to achieve an IR.

Technical Assistance (TA) and Technical Assistance Contractors: Contractors
whose primary function is to implement sector projects in the E&E region on
behalf of USAID. Focus areas may be health, private sector development,
environment, housing, etc. Technical Assistance contracts may include training
components. In CEE, if training is a component of a TA project, the TA contractor
is responsible for coordinating with the training implementation contractor, World
Learning. If training is a component of a TA project in the NIS, the TA contractor
is responsible for ensuring that the processing is done correctly utilizing in-
country project staff or through a negotiated agreement with the Academy for
Educational Development, the NIS training implementation contractor.

Technical Training: All training not classified as academic training. Technical
training may take the form of observational visits, on-the-job training (OJT),
special seminars or programs, workshops, and non-degree training in academic
institutions. See also short-term training.
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Third Country Training: Training which takes place outside the trainee's home or
country of residence but not in the United States. Third country training is
growing in importance as the capacity of indigenous organizations to do training
is improving. Third country training should, to the extent possible, be limited to
other USAID recipient countries. Waivers for training in other developed countries
must be approved by the Mission Director and must include proper justification
for not using either US or developing country institutions as training providers.

TraiNet: USAID’s corporate database system enabling the planning and reporting
of information on all USAID training activities, including in-country training.
TraiNet replaced former training databases such as PTIS and PTMS.

Training: A planned intervention to solve identified performance gaps by
organizational staff or independent professionals, through the acquisition and
application of new knowledge, skills, or attitudes (KSAs). New KSAs to meet
planned training objectives are acquired either via structured learning and follow-
up activities, or via less structured means. Training can consist of long-term
academic degree programs, non-academic seminars, workshops, on-the-job
learning experiences or observational study tours. Training can be a component
of a technical assistance project or a stand alone project.

Training Event: A specific training activity.

Training Event Request Form (TERF): A web-based interactive form used to
create, propose, implement, and report on training events in the E&E region. The
form is housed on the TEOL database.

Training Events On-Line (TEOL): A web-based system for the development and
warehousing of training plans.

Training Impact: Improvements in individual job or organizational performance
attributable to new knowledge, skills and attitudes acquired during training and
applied at work settings, designed to contribute to institutional, sectoral and host-
country development objectives.

Training Implementation Plan: The Training Implementation Plan (TIP) is the
training implementation contractor's detailed training program prepared in
response to the training request. The TIP covers each segment of the training
program, including relationships of training components to strategic objectives,
the training institution and location, specific training activities, and the duration of
each segment. The TIP describes how the training objectives will be achieved and
provides a budget.

Training-for-Results Chain: A tool that helps Missions plan and evaluate training
activities that support the achievement of the Mission’s strategic objectives and
intermediate results.
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Training, In-country: A learning activity taking place in a classroom or workshop
with formally designated instructor(s), learning objectives and outcomes,
conducted full-time or intermittently within the host country.

Training Needs Assessment: Identification of country, sector, or project-level
human resource development needs. Training needs assessments are done using
country demographic information, Government specific information, and special
surveys. The needs assessment does not have to be conducted by USAID as long
as there is a current reputable information source available from which this
information can be gathered. A training needs assessment should be completed
or consulted prior to developing any training project.

Training Plan: A training plan is prepared for each Country/Region in the CEE
and NIS. The plan will include descriptions of the types of programs that are
planned for the current (and when appropriate future) fiscal year along with the
clear articulation of the training objectives for these programs. Because training
supports so many strategic objectives, the training activities will be sprinkled
throughout the results framework. To implement training activities, however, it
will be necessary to develop more detailed training planning documents which will
be the basis for estimating resources required to administer training activities.
The online Training Event Template (found in the Training Events Online Library,
or TEOL) is a tool for designing Country Training Plans.

Training Program: One or more training events in support of a specific Strategic
Objective. See also Training Event.

Training Provider: Any institution, organization or individual, whether public,
private, non-profit or for-profit, which furnishes instruction directly to a trainee
under full or partial USAID funding. Distinct from training contractors, who
arrange for such training and are also known as "programming agents".

Training for Societies in Transition (TRANSIT): E&E Bureau's stand-alone
training activities under the Global Training in Central and Eastern Europe and the
New Independent States.

US Agency for International Development (USAID): The United States
government agency responsible for administering development assistance around
the world.

World Learning, Inc: World Learning is the Prime Contractor for TRANSIT- Europe.
The World Learning contract includes funding for the in-country processing of
other contractors' trainees. In the case of TRANSIT-Europe, trainee processing
must be done by World Learning as they serve as the Mission training office.
These processing activities include: medical form review, visa applications,
language testing, pre-departure orientation, and ensuring that the Conditions of
Training form is signed.
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Contact Information for USAID/NIS and the Academy

for Educational Development

Field Offices

Almaty, Kazakhstan

USAID/CAR (Kazakhstan, Kyrgyzstan, Tajikistan, Turkmenistan, Uzbekistan)

97 Furmanov Street 490091 Almaty, Kazakhstan
Officer: Babette Prevot

Tel: 7-3272-50-76-12

Fax: 7-3272-69-64-90

e-mail: bprevot@usaid.gov

AED
81 Ablai Khan Street, room 315
Almaty 480083 Kazakhstan
Regional Director: Abdul Mogim Rahmanzai
Tel: 7-3272-69-59-06
7-3272-69-53-90
Fax: 7-3272-588-547
e-mail:aed-car@kaznet.kz

Bishkek, Kyrgyzstan

AED

GTD

7100 Chui Ave., Apt. 1

Bishkek 720000 Kyrgyzstan

Country Representative: Dawn Deppe
Tel: 7-3312-66-15-35

Fax: 7-3312-66-29-02
e-mail:ddeppe@hotmail.com

Dushanbe, Tajikistan

AED

GTD

Strategic Research Institute

40 Rudaki, Suite 301

Dushanbe 734001 Tajikistan

Country Representative: Shamsiddin Karimov
Tel: 7-3772-21-06-00

Fax: 7-3772-51—1-02
e-mail:global@tajnet.com
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Ashgabat, Turkmenistan

AED

GTD

11 Bitarap Turkmenistan #12
Ashgabad 744000 Turkmenistan
Country Representative: Julie Hamlin
Tel: 993-12-35-02-23

Fax: 993-12-35-02-24
e-mail:gtdtk@online.tm

Tashkent, Uzbekistan

AED

GTD

16A Lakhuty Street, Room 714
Tashkent 700015 Uzbekistan

Country Representative: Melinda Leahy
Tel: 7-3712-56-35-41

Fax: 7-3712-39-16-12
e-mail:global@gtd.uz

Kiev, Ukraine

USAID/Kiev (Ukraine, Belarus, Moldova)
19 Nizhniy Val Str.

25071 Kiev, Ukraine

Officer: Lydia Matiaszek

Tel: 380-44-462-5678

Fax: 380-44-462-5834

e-mail: Imatiaszek@usaid.gov

AED

State University of Kyiv

Room 204 vl. Vologymyrska 69

Kiev 252030 Ukraine

Regional Training Director: Monique Goyette

Tel:  380-44-230-2371
380-44-221-3166
380-44-244-3580

Fax: 380-44-221-3230 (within the city)

380-44-230-2672

e-mail:mgoyette@aed.com
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Minsk, Belarus

AED/ACCELS

GTD

Prospekt Skoriny, dom 35

kom. 21

Minsk 220005 Belarus

Country Representative: Joe Liro (ACCELS)
Tel: 375-172-33-94-53

Fax: 375-172-36-68-83
e-mail:accels@accels.unibel.by

Chisinau, Moldova

AED/ACCELS

GTD

162 Stefan cel Mare bulv.

Room 606

Chisinau 277012 Moldova

Country Representative: Terry Stevens (ACCELS)
Tel: 7-3732-22-23-89

Fax: 7-3732-24-73-70
e-mail:tstevens@accels.moldova.net

Yerevan, Armenia

USAID/Armenia

18 Baghramian Street
Yerevan, Armenia

Officer: Thomas Delaney
Tel: 3742-151-955

Fax: 3742-151-131
E-mail: tdelaney@usaid.gov

AED
54A Aygedzor Lane
Yerevan 375019 Armenia
Caucasus Regional Director: Richard Shortlidge
Country Representative: Anoush Yedigaryan
Tel: 3742-27-70-08 or 27-17-20
Tel/Fax: 3742-151-945 (AT&T line)
e-mail:rshortli@aed.com

aed@arminco.com
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Thilisi, Georgia

USAID Caucasus (Georgia, Azerbaijan)
21 Telavi Street 5™ floor

Thilisi 380036 Georgia

Officer: Khatuna loseliani

Tel: 995-32-922-547

Fax: 995-32-001013

e-mail: kiolesiani@usaid.gov

AED

14 Paliashvili Street, First Floor

Thilisi 380079 Georgia

Country Representative: Diane Pohl Minnott
Tel: 995-32-23-10-77 or 23-27-64
49-5151-13-086 (satellite)

Fax: 995-32-29-08-89
e-mail:aed@access.sanet.ge

Baku, Azerbaijan

USAID/ Baku

83 Azadlia

Prospekti 83

Baku, Azerbaijan

Officer: Steve Szadek

Tel: 9-9412-980335

Fax: 9-9412-983755
e-mail: sszadek@usaid.gov

AED

41 Xagani, #11

Baku 370007 Azerbaijan

Country Representative: Larry Held
Tel: 994-12-93-11-37

Fax: 994-12-93-11-37

Email: Iheld@aed.org

Washington, DC

USAID/E&E/EEST

Bureau for Europe and Eurasia

1300 Pennsylvania Avenue, NW

Washington, DC 20523-5100

CTO Participant Training Program: James Nindel
Tel: (202) 712-5317
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Fax: (202) 216-3409
e-mail: jnindel@usaid.gov

AED Project Home Office

1825 Connecticut Avenue, NW
Washington, DC 20009
Project Director: Mark Ketcham
Tel: (202) 884-8000

Fax: (202) 884-8409
e-mail:mketcham@aed.org
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Contact Information for USAID/CEE and World

Learning
Field Offices

Tirana, Albania

USAID/Albania

103 Rruga e Elbasanit
Tirana, Albania

Officer: Rita Hudson

Tel: 355-42-47285

Fax: 355-42-32222
e-mail: rhudson@usaid.gov

WL

Rruga Ali Demi 2™ Floor, #24
Tirana, Albania

Country Director: Matty Thimm
Tel/Fax: 335 42 40 305
e-mail:mthimm@albnet.net

Sarajevo, Bosnia-Herzegovina

USAID/Bosnia-Herzegovina
Obala Kulina Bana 1
71000 Sarajevo

Bosnia and Herzegovina
Officer: Ellen Leddy

Tel: 387-33-667-900
Fax: 387-33-665-945
e-mail: eleddy@usaid.gov

WL

Marsala Tita 48, 5 floor

71000 Sarajevo, Bosnia-Herzegovina
Country Director: (Vacant)

Tel/Fax: 387-33-276-850

Fax: 387-33-206-631
e-mail:azelenovic@worldlearning.ba
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Sofia, Bulgaria

USAID/Bulgaria

Sobornaa Street

C/0 American Embassy
Sofia-1000

Officer: Emilia Stoyanova

Tel:  359-2-951-56-70

Fax: 359-2-951-50-70

e-mail: estoyanova@usaid.gov

WL

13 Christo Belchev Street, 2™ floor

Sofia 1000, Bulgaria

Regional Office Manager and

Country Director: Julie Dargis

Third Country Training Manager: Matt Brown

Tel:  359-2-987-2040

Fax: 359-2-987-2051

e-mail:julie@worldlearning.bg
matt@worldlearning.bg

Zagreb, Croatia
USAID/Croatia

American Embassy

Trg Bana Josipa Ke;acoca 3
1000 Zagreb, Croatia
Officer: Chuck Howell

Tel: 385-1-481-6182
Fax: 385-1-481-6143
e-mail: chowell@usaid.gov

WL

Bana Jelacica Trg 15 IV floor
10000 Zagreb, Croatia

Program Director: Cynthia Rogers
Tel: 38514817 998

Fax: 3851 4819 698
e-mail:cindy.rogers@wl.tel.hr

Skopje. Macedonia
USAID/Macedonia
Veljko Vlahovic 26
91000 Skopje

FYR Macedonia
Officer: Brad Fujimoto
Tel: 389-91-117-211
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Fax: 389-91-118-105
e-mail: bfujimoto@usaid.gov

WL

Dame Gruev 7

91000 Skopje, Macedonia

Program Director: Mary Frances Doyle
Tel: 38991 132 062

Fax: 38991 116 197
e-mail:maryfran@mol.com.mk

Bucharest, Romania
USAID/Romania

1 Natiunilor Unite Blvd.
Bloc 108A

Bucharest, Romania
Officer: Ecaterina Vasile
Tel: 401-335-5805

Fax: 401-336-8850
e-mail: evasile@usaid.gov

WL

Str. Traian, nr.2 BIl. FI.
tronson 3, et. 1 ap.2, Sector 3
Bucaresti 74122 Romania
Country Director: Bill Saur
Tel: 401 321 5986/7547
Fax: 401 323 9794
e-mail:transitro@aol.com

Bratislava, Slovakia
USAID/Slovakia

Panska 33

811 02

Bratislava, Slovakia

Officer: Maria Mamlouk

Tel: 421-7-5443-0667

Fax: 421-7-5443-4711
e-mail: mmamlouk@usaid.gov

WL

KNO Slovensko s.r.o
Trnavska cesta 5

831 04 Bratislava, Slovakia
Country Director: Mari Novak
Tel: 421-7-5541-5756
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Fax: 421-7-5556-8632
e-mail: transit@kno.sk

Washington, DC

USAID/E&E/EEST

Bureau for Europe and Eurasia

1300 Pennsylvania Avenue, NW

Washington, DC 20523-5100

CTO Participant Training Program: James Nindel
Tel: (202) 712-5317

Fax: (202) 216-3409

e-mail: jnindel@usaid.gov

World Learning Project Home Office

1990 M Street, NW, Suite 310
Washington, DC 20036-3426

Director: Colin Davies

Tel: (202) 223-4291

Fax: (202) 223-4289

e-mail: colin.davies@gtd.worldlearning.org
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The Europe and Eurasia Training Office has developed several tools and resources
to assist missions, training providers, and implementing contractors in the
planning and evaluation of training. They include:

the Europe and Eurasia Training Assistance Website;

the Training Events On-line Library (maintained on the E&E Training
Assistance Website);

the Training-for-Results Chain Workbook;

Success Stories Database (maintained on the E&E Training Assistance
web site); and

the ENI Trainer’s Guide - Interviewing Protocols and Guidelines manual.

1. The Europe and Eurasia Training Assistance Website
(http://www.enitraining.net) was launched in fall 1997. It is designed to improve
communications among Europe and Eurasia training partners, to provide training
specialists with resources and references on USAID training policy and
procedures, and to serve as a forum for “telling our story” to those who have an
interest in the Europe and Eurasia region and USAID-sponsored training.

For those whose work involves the implementation of training, the website
features several helpful pages as follows:

Training Events On-Line (TEOL) The TEOL is now fully functioning and
can be accessed from several locations on the website by training
contractors, technical assistance contractors, USAID Missions and
USAID/Washington

Success Stories Database The Success Stories Database catalogues
the experiences of individuals who have successfully integrated their
USAID-funded training into their work in their home country.

Program Implementation This page provides an overview of the
Technical Training for Societies in Transition (TRANSIT) Project in
Europe and Eurasia. It offers general information on the training
implementers, AED and World Learning, program descriptions and field
office contact information. It also contains a link to a page that
provides information and guidance for organizations and individuals
who would like to be considered by USAID as training providers for the
Europe and Eurasia regions. Also included are guidelines on what AED
and World Learning look for in a training provider and how to prepare
successful training proposals.

Resources and References This page contains training policy and
reference documents such as ADS 253, a downloadable version of this
manual, the E&E Bureau’s Strategic Framework, the Training-for-
Results Workbook, the TEOL User’s Guide, and other sources of
information.

Manual of Training Policies and Procedures for Europe and Eurasia Page A3-1



Appendix 3: Additional Resources

Bulletin Board This page provides a forum for members of the E&E
training community to share experiences, ideas, and queries.

Links Links to other training-related web sites and government
agencies may be found on this page.

2. The Training Events On-Line Library (TEOL) is a computer database designed
to serve as a repository of Mission training plans on the World Wide Web. Training
Events On-Line (TEOL) offers USAID staff and/or training implementation
contractors a standardized format for developing training events that support
achievement of Strategic Objectives and intermediate results. It is an electronic
means of sharing strategies, best practices, and training events. Features of the
database include:

the Training Events Request Form (TERF);

a repository site for information on individual training events by
Strategic Objective, by Mission, and by other data fields; and

an electronic means to review and approve training event proposals,
prepare Mission training plans, share best practices, and communicate
between members of extended SO Teams.

TEOL passwords are required in order to read completed and approved training
events and to add and/or edit training events under development. Authorized
users access the TEOL by clicking on the “Enter” button and submitting their
username and password.

3. The Training-for-Results Chain Workbook was developed by the Europe and
Eurasia training office in 1999 to assist USAID and contractor staff in developing
and monitoring USAID training under reengineering. Specifically, the workbook
was created to:

clarify how training events and training plans contribute to achieving a
Mission’s Strategic Objectives;

define the links of the Training-for-Results Chain and to explain the
step-by-step process for using the chain to plan training events; and
provide a reference for using the Training-for-Results Chain in
completing the Training Event Request Form on the Training Events On-
line Library.

The workbook provides exercises and templates that are useful in planning and
evaluating training.

4. The Success Stories Database, maintained on the Europe and Eurasia Training
Assistance Website, catalogues the experiences of individuals who have
successfully integrated their USAID-funded training into their work place. The
database is searchable by country, Strategic Objective, field of study, training
venue, training provider, and fiscal year. The stories are submitted by AED and
World Learning and are an excellent resource for those who want to read a “real-
life” example of the training sponsored by USAID.
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5. The ENI Trainer’s Guide - Interviewing Protocols and Guidelines manual was
developed in 1998 to assist USAID staff and training implementation contractors
in conducting effective interviews with returned training participants to ascertain
the effectiveness and impact of training 6 to 9 months after the training event.
The guide provides lessons, exercises, and informational material.
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